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Introduction 


Who is this book for? 


This book is for intermediate-level students of business 
English. It teaches the most useful grammar you need to 
communicate in English, and also gives you lots of practice in 
the grammar of business communication. 


What is ‘business grammar’? 


To answer this question, we used a large database of written 
and spoken business English (a‘corpus’). This database 
contains business texts from newspapers and magazines and 
a separate database of recordings of spoken business English 
at meetings, negotiations, presentations and other events in 
companies from different countries. 


The database — or corpus — helps us to find the most common 
words and grammar structures and to see how business 
people really communicate at work. Many of the examples 


and practice exercises in the book are edited extracts from the 


recordings in the database. This symbol — (e) - means that 
the information is from the corpus; this is how people really 
use grammar when they speak or write. 


What grammar does the book cover? 


e First, we focus on the basics — talking about time, the 
present, past and future. 


e Then we look at modal verbs (can, must, may, would, etc.) 
which help you to be polite or formal or how to ask people 
to do things, for example. 


e Next we go on to look at more complex grammar, such as 
conditionals and how to report speech. 


e Finally, we focus on difficult areas such as prepositions 
(at, in, on, with), articles (a/an, the) and ways of putting 
sentences together with conjunctions (a/though, because). 


How is the book organised? 


In each unit, you will see 


e a presentation page to give you the important 
information about the grammar of the unit. 


e two practice pages, where you can do exercises and 
activities to practise the grammar and relate it your own 
work situation. 


e two Make it personal sections with activities you can do 
beyond the book. 


e an extension section on speaking or writing; these 
sections focus on the types of speaking and writing that 
are common in business, such as organising presentations 
or writing emails. 


After every four units, you will find: © 


e a Speaking strategies unit, which focuses on speaking 
skills that business people need, such as managing 
conversations, disagreeing politely or checking 
information. 


e atest so that you can review what you learnt in the 
previous four units. 


At the back of the book, you will find: 


e an answer key, with notes to remind you why these 
answers are correct. 


e the recording script, so you can read the conversations 
and presentations on the CD. 


e the appendices, with useful information on spelling, 
irregular verbs, North American English, etc. 


How dol use the book? 


You can work through the book unit by unit, from Unit 1 to 
Unit 40. However, if you have a problem with a particular area 
of grammar, or are interested in a specific point, you can also 
use any unit or group of units separately. 


This book is for self-study students, but teachers and students 
can also use it in class. 


What do I need to use the book? 


To use the book, you will need to be able to play and listen to 
the audio CD which comes with the book. The CD has both 
listening and speaking activities on it. 


We hope you enjoy the book, and we wish you success 
with business English and success in your business and 
professional life. 


The authors 


Michael McCarthy 
Jeanne McCarten 
David Clark 
Rachel Clark 


Imperative and present simple 


Read this information about the search engine Google. 
a Which of the verbs in italics give you facts? 


“b Which verbs tell you to do something? 


Forming imperatives 


A1 When the subject is you, use (don’t +) infinitive without to. 


i infinitive without to 
Call me tomorrow | for a chat. 


- don't/ do not + infinitive without to” 
Don’ t be late for the meeting. 
‘Do not forget to ask participants for feedback. 


z 
i 
| 


A2 When the sais is we, use let’s (not). 


‘Iet’s - de infinitive without oo 
Le tstalkabout theirproposalnow. 


let’ ‘s not + infinitive without to 
Let’ s not do it so soon. 


=z Using imperatives 

B1 You usually use the imperative to tell people to do 
something. 

Don't wait for customers to contact you. Phone them. 


B2 In spoken English, imperatives can sound very direct so 
you can add just or please to soften the message. 


Please have a seat. Just send me an email. 
A, Don't use imperatives to waiters, receptionists, shop 
assistants, etc. if you want to sound polite. 
Could we see the menu, please? (not Giveusthe ment) 
b See Unit 15 (Modals 3). 
B3 You can also use imperatives to make offers or invitations. 


Come and see the new office when youre in town. 


Forming the present simple 


= ‘WNou/We/They _work there. | 
| He/She/It_ a. __ works there. 


| ouWerThey_ eee don’ ‘t work there. 
= ‘He/She/It 


es 


doesn ’t / does nae work 
| there. 


Wheredo Wyou/welthey work? 


Does he/she/it_——_workthere? 


cvosoosiaapetnangonsncsouae nnenytoteteie: simone ht oninano SNORE ESSE oN A sedan tac sana ga aRAMNTUows esstatneoma arn oitins 


eit entdnrear tri nitrated 


Google provides interactive maps, images, news and 
videos and helps you find information fast. Search by 
keyword, such as type of business, or browse images 
to find the information you want. 


ee a ee ac ee ee 


C2 The verb be is irregular. 


Ss "7 a 
+ ‘He/Shell It t RS 
_You/Werr They a 


“his Is late. ent re 
ik re/are late. 


_— YouWeThey 
| se. tt | 

‘Whyis —_— ‘hes sherit a a 
‘Wher need ye ou/we/ /they? oe a See 


‘re enot/al aren’ n't/a are e not ites | 


= _ Nopendiy 1 (Spelling). 


Using the present simple 


D1 You use the present simple for things that are generally 


true and permanent situations. 


She comes from Stuttgart. (not Sheis+-coming-+fronsSttittgaH) 


| don't live far from the office. 


D2 You use the present simple for actions that happen 


regularly (e.g. habits and routines). You can use time 
adverbs (e.g. always, usually, regularly, often, sometimes, 
never, every day, twice a week) with the present simple. 


He always takes the underground to work. (not Hetekes- 


How often do you check the accounts? 


B> See Unit 30 (Adverbs). 


D3 You often use the present simple with state verbs (e.g. feel, 


hear, like, see, think, understand). 


| hear you're opening a new office in Madrid. 
What do you think? Is it a. good idea to invest in anew logo? 


See Unit 3 (Present simple and continuous). 


Practice 


<@ A,B Ri Read this extract from a charity leaflet supporting Fairtrade. Match each imperative with the rest of 


the sentence. 


1 Don't miss some wonderful presents for yourself and those you love. 

2 Come | lots of games and fun activities. 

3 Listen some great prizes in our raffle to raise funds for Afghan women. 

4 Learn a real difference to many of the world’s poorest people. 

5 Take part in how you can improve the lives of farmers in developing countries. 

6 Win to our guest speakers talking about Fairtrade and development issues. 
7 Buy to our first Fairtrade market on 16 July at Cutty Sark Gardens. 

8 Make your chance to support Fairtrade. 


<4 A,B Complete these sentences using an imperative form of the verbs in the box. 


1 ....Leave.... the figures on my desk and I'll put them into the spreadsheet for you. 


eee: a look on the computer. His email address should still be on there somewhere. 
eee eee there's a health and safety training session tomorrow. 
4 We need to contact Owain urgently... calling his mobile. 
ee oe ener me between two and five this afternoon. I'll be in a meeting. 
6 | need some fresh air after being at the conference all day. ........0.....0000... back to the hotel. 
PD tceeeec eee with Jenny to make sure the invoices are ready. 
ee — we've got lots of time. The meeting doesn't start until 10.30. 
9 We need something to wake us up! ..... a coffee. 
10 We're all tired... about it overnight and make the decision tomorrow. * 


<4C Complete these FAQs (Frequently Asked Questions) using the verbs in brackets in the present simple. 


Ls] >} 1a) Lala} Le} 2) + 


>]o) 


> OR >|o 


5 


What 1 ....45..... (be) Skype? 


RYE 2 occ. cei cccceounees (be) a software programme that 3.0.0.0... (allow) users 
to make telephone calls over the Internet. 

Fc creslacea thane oak teat ase (Skype / have) any advantages over the usual telephone 
providers? 

Yes. Calls to other users of the service 5.0.00... (not cost) anything. It also 
et ee (include) other features that normal telephone connections 

We acs ens (not have). 

What other features 8 ooo... cceecceceeeeees (Skype / have)? 

Instant messaging, where one person 9 .............0........ (write) texts to communicate 
with other people. And video conferencing, where people 10 0.0.0... (talk) to 


each other on a headset with a video link-up. 


TWhatvoul/, do7aaean enn nee What dO YOU dO? cesses 
i'm agraphic designer. | help customers with corporate branding. 

2 WholViyVOUAWORKIOne ee = eee fF a EE BRR cee. oe: 
Greentrees Graphics Ltd. 


3 Your office / be / near your home? «0.0.2... etter ane 


i i ki ee eC i ee ke a eC ee Ce i i ie ee i i i eee a ice ce ie ee a oe id 


Yes, it is. It only takes me 15 minutes to walk to work. 

4 How many offices / your company / have ae eee A z Ti. hes, ee, TB Bose 
Three. Our main office is in London and the others are in Brighton and Bristol. | 

5 Where / you / work?.......... eae | ri Na ee I I | 2 ae i a. seared oa eee 
| usually work in Bristol but go to the London office once or twice a month. | 

6 You/ like / your job? ccescecceeccccceecene ovens rein tieiScrkic ei ee eee 
love it, especially designing jones and other pneee of corporate identity. 

7 How often /you/ travel? v2... REED eT eee Pore espa bere pee espe rreeree Nes en fe sce 

| don't travel very much ee days, mayne two or three times a year. 


Eighteen, exclliding! bank holidays. 
© 1.1 Listen and check your answers. 
_b © 1.1 Listen galt and reply to as ee with answers that are true for you. 


<«@ A-D . Read this extract from some advice on giving SSCS Ws Gomplere the extract using the verbs in the 
: box in the present simple or imperative. | 


-be notforget help not like wee need start suggest nottell think try warmup 
Before your presentation, 1... arm up... your brain. Our brain, like our muscles, ee lenses Warming Up — 
to help it work. Before presentations, | often 3........ wy See. OFF numbers between one and ten and then 
Le OE .to remember a professional athlete who wore each number. 
A good beginning 5............... _. telax the audience, $0 6 occ by thanking your audience for 
coming. Then 7 .............. /.......a nice comment about the town or area, but 8 ....................... careful: audiences | he 
Dooce listening to this for too long. _ a2, | = 
Many people 10 ......2......0.05. _you Start with a joke, but Wiese were that humour can be difficult. 
V2. ree any jokes that could offend people. | 
Make it setae 


a een 
3G ad vertis ; 
eS SSCs ~ Ser eaets 7 BOs 

Tesi ene te 
ro Se 


Ee imperative and present simpie 


Whenever you write in English, itis important to check your writing carefully. This is a useful skill for any piece — 
of writing that you do in English e.g. letters, emails, reports, advertisements and CVs. : 


Here is a checklist of some common mistakes with the present simple which you should always chen for. 
e@ Use -s with he/she/it. | 


The Economist sells over a million copies a week. (net se#) 
e Use has with he/she/it. | 
She has ten years’ experience in this job. (not Beve) 
e Don't use statement word order in questions; use do/does eneepe with be 


What do the end-of-year results mean for investors? (not le Fe 
Is the new scheme successful: ? (not the 


e Use doesn’t with he/she/it. 
He doesn’t know how to log onto the intranet. ‘fot Got) 


¢ Use doesn't/don't when forming the negative. 
Our clients. don't use our website very often. (not #e-ase) 


e Don't use the present continuous with state verbs. 
The company has branches in at least 10 different countries. (not seg) 
e Check the word order when you use adverbs. 
We always manufacture excellent-quality items. (not ee eae 


m See Unit 30 (Adverbs). 


Read this information about Nike and Adidas. 
If the verbs in italics are correct, tick (W) them. 
If they are wrong, correct them. 


et 
Nike, Inc 1 have its headquarters in the United States near Beaverton, a gee 08S ee 
Oregon. It 2 is the world’s leading supplier of athletic shoes and - | — PS” Reerevere cA ers 
sports equipment. The name Nike 3 come from Nike, the Greek 3 os, 
goddess of victory. Nike 4 does not market its products only ee se Cet erree * 
its own brand. It also 5 sometimes uses names such as Air Jordan and. 7 ae ne 
Team Starter. Because Nike 6 creates goods for a wide range of \algret ere rete 
sports, 7 always it has competition from every sportsandsports A Te ee 
fashion brand. | } Ae 
Another global leader in the sporting goods industry 8 are the Adidas 9 
Group. Products from the Adidas Group 9 are available in virtually 40 ee 
every country in the world. its head offices 10 is not in HS US _ in. a ae ae 
Herzogenaurach, Germany. ee es 
Adidas’ various companies 11 produces much more than just — | . eS eee 


sports goods. The company also 12 operates design studios and 
development departments at other locations around the world. 


Make it personal 


Write a paragraph about your company for its website and } en check it carefully for any errors with the 


present simple, using the checklist above. 


If you have a colleague who is also learning English, write a paragraph each and check ea ch other’s work. | 


{ 


Present continuous 


Read this job advertisement. 
a Which verb describes a temporary activity? 


b Which verb describes a changing situation? 


A pereuns the seciiineniain continuous 


oe : im not /am not - - 
— = : 
You/We/T hey 


| sis 


“relare : 


i _| working today. | | 


| _Snot/isn't/is not | 


‘re not /aren't / 
are not | | 


|? Where is - _hefshe/it | 
| “Why are ‘you/we/they _ z 


| working today? 


visesvacaneamneneanerescatasanestecacnestersioassessenaseannssieesestatsosvaccamctoveneesvenseaensytssessieescaenseescsesteh 


In spoken English’ s not/‘re not + -ing are more 
frequent than isn’t /aren't + -ing. People say aren't 
and isn’t if it is difficult to pronounce ‘re and ‘s after 
the word before. 


Prices aren't going up this year. (not Preestenet) 
This isn’t selling well. (not Fhiss-ret) 


1:3 Using the present continuous 


B1 You can use the present continuous to describe actions or 
situations in progress at the moment of speaking. 


We're going for lunch now - do you want to come or are you 
still working? 

I’m having trouble with my phone. Look - the battery's not 
charging. 


B2 


B3 


B4 


C2 


and Sets 


At Star Analytics we take pride in the high 
quality of our employees. As a company we 
are growing, so we are currently looking for 


excellent individual performers who also 
want to be part of a dynamic team. 


You can use the present continuous to describe actions 
or situations in progress around the present time, but not 
necessarily at the moment of speaking. 


[conversation at lunch] 
A: What are you working on? 
B: I’m redesigning the website 


You can use the present continuous to describe 
temporary actions and situations. These can be single or 
repeated events. 


The company’s not having a very good time at the moment. 
Sales aren't going well. 

We are giving away free samples every day until the end of the 
month. 


You can use the present continuous to describe changes 
and trends. 


People aren't buying CDs these days - they’re downloading 
music off the Internet. 


| Other uses 


You can use the present continuous to describe a longer 
action in contrast to a shorter one, especially after while 


or when. 
| usually close my Internet browser when I’m working. 


You can use the present continuous of be to describe 
temporary behaviour. 


Anyone could walk in here and steal the database — oram | 
being silly? 


B> See Unit 3 (B What are state verbs?). 


Pasta, ei pF a i i] ma ee 4 —a 
- fate li + cae 7 mean uae Ti rckeak 
A Sell ee a Pf ues af aipe™ 
ot ee 2 Singer 
‘eS ‘ee t - ‘age 
x ea 1 * A ‘= aa 
mae ae : 
rt faeage 
"ray eee i ae : 4 
: = Petite | ama alae - me ol 2 ea 
: ; SS pas a : : eR ee : ee 
— iz ma os Saad pea Ter “ : : ; ia isabion ca 5 : = 
r iz = os ; Ai a ee : : : ; 


<A, 
B1-3 


eect econ ower cwic ooo I050029 


“expect get notgo have leak 
| not pay repair sit wait not work | 


Srowverinscorecasen s eauaunntanniaanrasanansensercaeeaineuansiataiammanenmaeaneernanaianmamenaeneasenuaamsinnamimumammmmmmmnaemmemmmmemenniniidammmnnel 


econo veeznentenceoroeotseiceoeeeeeoerRC IN 
Fs 


1 A: Is Mr Bohr here yet? 
B: Yes. He ..S. walteng for us in reception. 


2 A: What's wrong with the phone? 
By VOOM EIRINOWIE «soi... se.seeacn. 


3 Can someone turn the air conditioning off? 
|) eee eer tere cold in here. 


4 Can you answer my phone if it rings while I’m away 
from my desk? I... a call from my solicitor. 


5 A: Howare things? 


B: Not good. Sales «0.2.0.0... well and custome?rs ...................0006. us on time. We 


hard year. 


6 A: This isn’t your desk, is it? 


Complete these conversations using the verbs in the box in the present continuous form. 


Bi INO} Piesnne paces tenercracds here today because they ........ ean een ark the ceiling above my desk. It .....0.0000.00 


<@ A, y3) a Write questions using the verbs in the present continuous. Then write answers that are true for you. 


(VOU TIO OY siciii 1s 0eteereniidacarlt tata aaa to get promoted soon? 


(YOUPGOHEAGUES OGTR). o.c.n: sei. .cccscsessessecensentssineesvecsesceanense English too? 


(HOW-/ YOU COMPANY / AO) 2.2. ciseiscv.sticberesccetdeianesethes lata sanedare this year? 
FE Po OITOV OD asco csc cacethae sree Shtoweiierieasaasancvetaeeaied its goals? 


( 
(What / your CoMpaNY /iNVESt) ............ccccccccccssescessessesvesveseeseeees Sanein? 


oO ON AO UOulLUPUWLUWNN 


1 


UNV GP SHEIZ TU) Lois. cscuscaseenscaserscranansnresqusndsdeeodavenest your department well? 


(©) 2.1 Listen and reply with your prepared answers. 


<4 B4 
the article is describing a current trend. 


(What projects / you / WOFK) ........0.0...cccccccce cette ceec cece nn on at the moment? 


(VOUTOOSS SITIGKE) 5.0 <5 sasnciiaccscatsesscecesseajonsaessnesecsietvans any major changes this year? 


Many farmers I give up farming be- 
cause they 2 find it dificult to make 
a living. Every week at least seven 
dairy farmers 3 go out of business 
because they 4 have to sell milk 
below the cost of production. ‘It 
5 costs us 24 pence a litre to pro- 
duce, but the supermarkets 6 pay us 
20,’ said a dairy farmer who 7 plans 


to leave farming. ‘It 8 gets more seri- 
ous every week and the government 
9 doesnt do anything to help us,’ 
he added. These days many farmers 
10 concentrate on finding other 
sources of income. Some 11 run 
guest houses and others 12 open 
their farms to visitors. 


j ee ee ee ey y, ee ie ee i eer ey 
5 ee ee ee ee] 8 Pe 
6 ee ee a oo 9 ee rd 


(anyone in your department /1OOK) ............cccc cece ect ete eee tteeeteeteees for a new job? 


1 (you /enjoy).... Are. You, enjoying... your job at the MoMeNt? (it/ GO) ........ccccccccesscesseessvesssesssesssvessvesseesseeee well? 


Read this article about farming. Change the verbs in italics to the present continuous to emphasise that 


Cr ei i ar ars 


<tc. [EE a Write sentences using one verb in the present continuous and one verb in the present simple. 


<a-c 


UK businesses. 1. Ore, _resisting . slavesting in green 1innienves: according to a recent survey. A fifth 
of businesses | in London Pies oud & enough to protect the environment, it says. Only one-third 
of companies. a. as in environmental initiatives, such as buying energy-saving office 
equipment. . Supermarkets especially Oe eee customers make | green choices. ‘They 


1 |/never / listen to / music /when /1/ work. 


| never listen to music when |'m working. 


Cee Gre Od Oe Viele 6. Fisue O18 @ eins e180 6 Me eal she 6 © 0:8 a 6 60.0 Fw. aiels 0500: 6 8.6 9 88 0 6 6 86 WN oe A6.c a O58 SUN iS 0 G68 8.81888 b eon bh ale 6 8b ren 6S 00 en ehae ie olay te ae bene: i ee ee ee er a rd 


2 When/1/ have / lunch with a friend, /! / not talk / about work. 


eS er a a y 


CC re arr er 


b Change each sentence, if necessary, so that it is true for you. 


Read these extracts from an article about corporate environmental responsibility. Complete the extracts 
sie the verbs in the boxes in the present continuous. 


a be not do -nothelp invest resist 


a bit slow to offer Ue? alternatives to Bist bags, said an environmental watendog, 


 porromonortennete HE EO AEE ATHENS HR TEES TPH SON EHF EUS 


i 


b do notgo | look “make. put _work 


"We decided i in 1992 to make the orddnisation greener rand 1 we. wae Ba Tors (stil) on it because it isa 


continuous process, but we feel we 2......................good progress. We 3 pers pee >a huge amount of 


money into research and the vast majority Olt 4 onto conventional office technologies, but 
into new systems. We 5. one at the idea Of the paperless office and we 8 peas Bros oe (also) F] 
aaa sy Sra into new v systems’ ; es eet 


Present continuous 


= ! Coal ip F = any) SR Sry oti a : af - ee i: : 
aie tee el ate saat ga) ae ai ps yt amet Hh: = ies 
af Par cs aie eects 4 or ‘OL mit at el ait r rie ies Phe: et Pe 
br ¢ er; = ae ay a et = = C “ Se i a =e a he — ir rey 
35 Jen mae peer aes pastes ae Tei : edie oft ae Ei ce a aes ee ee tp 


se wee: ; a ead ai Jn 


ef peta takes eta pect ae 


c | demand _ find introduce take | 


ECORI ANIAMN RULE HCOP CARS SONIARE OPEN POAMNERAASSSY auonaannanecnnareenavennonnenernanannnynnarananespannceroceevernsente sananantanvonrannnnnerwsesooenn er 


i s range of green Programmes ceeiccoonme en piso: User 
als > hotels 7 va eae going green saves TBO ‘The 


bet om ok 
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wn 
3 
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You generally use the present simple to talk about habits. However, y you can also use the present continuous with 
always ' to emphasise thata habit i is significant or ‘unusual. For example, it may be an annoying or a nice habit. 


Clients are always asking Us for investment advice. (a significant habit) - 
He's always falling asleep i in meetings. fan annoying, unusual or funny habit) 
li] make the coffee You' re always making it, (a nice habit) - 


6 Complete the answers to these questions using always and the verbs i in n brackets i inthe present | 
continuous. 


Ls 


B: 


2.-A: 


Which part of your job do you eave till the last minute? | 
My expenses. |, always. forgetting ... (forget) to do them. 


Do you take on temporary staff in the summer? 


B: YES, W@ wo... »ocdegepiccn ee eRe ee aereree (look for) people in August. 


3 A 


& 


rs 
> 


By Very Ggeee eee Me ec seein (read) articles abou é 


: Do you think your colleagues enjoy their jobs? 


| domtithinkisomiiney...................00.-..--- Eee ok es (complain about the boss. 


: Are you interested in doing an MBA? 


adersh ip and people management 
and stuff. oy ae ee 


: Is your company concerned about green issues? . Dee Lanai h, | 
B: Yes; they ae. WOW Fe Se rnin cotter. ede (send) round emails abo trecycng and things. 


: What are the biggest challenges for human resources manager: 2 


B: WellRemploymentlawsemen ce ea ee cer eee - change’, Se thats one thing. 


: Do you need any new equipment in your office? 


Yes, some new photocopiers. The ones. we have nvickicac ya taveusa ies sarees Al. i eu (break down). 


: Do you think you'll stay in your current job? 


B: EGLO MUI OWA Ran ete Sener rss. weet ces. aes ee (think about) my next career move. 


: Is your boss very pup porte? 


B:- NESTING Re meee el nc cerrevca cas ceseren cuesees ean things like Well done!’ or ‘That's good’ 


10 A: 


What are your colleagues like? Do you get on with them? | : 


B: Most of them. The woman next to me, though, meen e ee ey el fe Sly oe teas ae ee Veco (borrow) my 


stuff, which really annoys me. 


b Write answers to the questions in Exercise 6a that are true for you. Try to use always and a present 
continuous verb. 


Make it personal 


Complete these sentences a 


your own workplace. 


1 People at work are alWay$ ......:..cccesueen 


2,Ourclients are'always Sts ta ol argent ere 


3 My worst habit is that I’m aly 


Present simple and continuous 


Read this extract from a recycling company’s brochure and underline the verbs that talk about present time. 


a Which verb forms are used? 


b Why? 


~@ See Unit 1 (Present simple) and Unit 2 (Present continuous). 


i 


Imagine a company that makes everything from 
garbage. Such a company exists, and it is growing 
rapidly. Its name is TerraCycle. 


A SANDE ERASER ONCE I eset smnarnsoineosuincoiose pasenaconairancoonety 228 ERLE ARUSHA RSA GON ERROR DNS AN DPNEN HORE INEARTAA 


“You can use e the present simple: 


| past present 


| He usually drives to work — he doesn't often take the train. 


Do you meet with her regularly? — 


a2! _to give general or generally true afornaient 


How many people does your company employ? 


| Because of cos ts, we don’ t manufacture i in 1 the UK. 


AR to talk about permanent situations. 


future 


past present 


| Starbucks run their operations from their Seattle HQ. 


| The law gives all employees maternity rights. | nee 


future 


ssoneetconston: 


| At | ‘to talk about regular actions, routines and habits. 1 


aR EO RNNO RENCE OHELN 
3 


y™ 
Ne 


a 


itetaatit between the present ini and the satacan continuous 


oP aE A TAA MONAGHAN EPS 


| to talk about actions in progress at the moment ‘of | 
_ speaking or around now. 


Ja anouwaen niusnaive cenatee con ayaa aRa ARUSHA RAEN ANNU seston aac NARA HW SP SHES DEC ORTON NENA Vg HORAN ANAUEE RE SUNN IIE ER ODORS 


| You c can use the present continuous: 


past 


present future 


| ! can't do that mailing — the photocopier isn’t working. 
_'mwriting my report. I'll email it to you soon. | 
| to talk about trends and changes. 

_ The demand for organic produce is growing. | 
| Are more people working from home? | 


| to talk about temporary situations. 


past 


present future 


| Are you doing Pete's job while he’s on holiday? | 
I'm using Cathy’ office while they're redecorating mine. | 


oO In spoken English the present simple is used much more often than the present continuous. 


[i What are state verbs? 


State verbs are mostly used in simple, not continuous, 


forms. 
| have two mobile phones. (not team-Faving) 


| agree. (not +antegree) 


State verbs describe: 


possession (belong, have (possess), own, possess). 


e thoughts (believe, forget, guess, know, mean, realise, 


reckon, remember, see (understand), suppose, 
think (believe), understand). 


e likes, wants and needs (dislike, hate, like, love, need, 
prefer, want, wish). 


e existence and appearance (appear, be, seem). 

e relationships (contain, depend, include, involve). 

e senses (feel, hear, look, see, smell, sound, taste). 
e functions (admit, agree, apologise, promise, tell). 


oO In spoken business English, see (understand) and 
think are both much more common in the present 


simple than in the present continuous. 


B® See Business talk for more information about state verbs. 


<A 


<A 


<A,B 


1 Underline the most suitable form of the verbs. 


1 


The caretaker’s opening / opens the office at 6:30 every morning. 

Are you holding / Do you hold the office party every year at the same venue? 
Currently, we're looking for /look for a new finance manager. 

Our MD’‘s talking / talks to our New York office at least twice a week. 


Our manager isn’t making / doesn't make decisions very quickly. 


2 

3 

4 

5 

6 He's very stressed, so he’s trying / tries to get a part-time contract at the moment. 
7 What's Mark doing / does Mark do this morning? | need him to help me with something. 
8 I'm afraid that the HR Manager isn’t taking / doesn't take any phone calls this morning. 
9 Our company’s changing / changes its logo for the first time in 20 years. 

10 


Is he always coming / Does he always come to work by car? 


1 Complete this ‘About Us’ page from a clothing company’s website using the verbs in brackets in the 
present simple or continuous. 


At McConnels we 1....S&.... (se//) clothing and textiles. We have a good reputation 
for women’s clothes and our new venture, MC's, the women’s fashion store, | 
i ee a (expand) steadily. Our customers 3 .............0..0.0... (rely) on us for 

quality fashions at low prices and our Exchange and Refund Policy 4.......................... | 
(/et) them shop with confidence. i | 


See, 
2 = 


Sales through McConnelsdirect.com 9 .............. ee (grow) rapidly, at an average of 
| 20% per year. This 6............ eer (make) us one of the UK's most successful online 
| - clothing businesses. We also 7 ...............0000000-. (produce) a monthly online magazine 

- for teenagers with articles on fashion, gossip, competitions, and much more! 


SUEICS oom 


E] Complete this interview with a shop display designer using the verbs in brackets in the present simple or 


continuous. 


INTERVIEWER: Amelia Thompson, as Head of Visual Merchandising what 1 ....42..40U..42..... (you/do)? 


PEAR | Zoe... ee (manage) product presentation across Selfridges stores. 


INTERVIEWER: What 3...................005. (that/mean), exactly? 
AMELIA? Ti4e ccc cceeaseee. (try) to present products in new ways that will attract customers’ attention. 
INTERVIEWER: SO, can you give an example of how you do that? 


AMELIA: Well, we have to be creative. For instance, right now we 5................0.0.5 (hold) a Chinese promotion, 
SO WE 600. (display) a model of Beijing made out of biscuits — just for one month. 


INTERVIEWER: How interesting! What other projects 7 ......0..0cccee (you / work on) at the moment? 


AMELIA: Well, today 18°... (need) to work out how many pairs of folded jeans 9.0.0.0... (fit) 
along a 25-metre wall! | 


INTERVIEWER: That sounds like a challenge! In general, 10..........0..0.0000.0. (you/enjoy) your job? 


AMELIA: Yes. | mean | 11............... pleineeane (not/like) paperwork , but | can honestly say that 112.000.0000... 
(look forward to) going to work every day. 


3 


<4A,B 4 Two people are talking informally at a conference reception. If the verbs in italics are correct, tick (/) 
them. If they are wrong, correct them. 


ALAN: Hi. Alan Hancock, GEM Systems. Do you mind if 1 Ha+jeining you? ee eee. | jou. 
SUE: Not at all. I’m Sue Holmes. 2 / work for Falconi. 2 eee We 
ALAN: 3 Do you enjoy the conference, then? DF noc aeee. eet 
SUE: It’s interesting, | suppose. 4 I'm going to a lot of conferences, though. dA cccecessncusicwisnees at 

5 They all seem the same after a while. BF avgatupasatiasouc eae 
ALAN: 6 / agree! It’s OK if your hotel is nice, | think. What 7 are you thinking of your hotel? GS tae 
SUE: I’m quite lucky. 8 I’m having a room here. It's very comfortable. | er ne 
ALAN: Yes, lucky you. 9 I’m staying at the Hilton, about twenty minutes away. 2° > sects stisecrmnemnecurs eee 
SUE: Look, 10 the waiter comes over now. Can | get you anything to drink? rr Tre eee 
ALAN: Why not? A double espresso, please. TO ee 


5 Complete this news report on the financial results of two mobile phone companies using the correct form 
of the verbs in the box. 


<4A,B 
be benefit expect fall fall give have -inerease lose sell. 


Market share of one of the world’s top mobile phone makers, FinTel, 1....6..creasing faster than ever 
before. Meanwhile, its rival, WestCom, 2 ......0.0.00 ce a second-quarter loss due to poor sales. 


US-based WestCom 3 1.0.0.0... market share in several regions, including Europe and Asia. FinTel, which 
et eer more than one in three of all mobile phones sold globally, has taken over much of this market. 


A) 0 C=) > en ee a very strong product mix, and now there 6...................... a good opportunity for 
FinTel to consolidate its position as market leader; according to FIM Securities analyst, Jeremy Hilton. 


Weak sales in Asia and Europe this quarter 7 ......00.0..0000000.... investors a real headache. ‘WestCom’s market 
Share 8 ooo... rapidly and it could continue. As it 9.0... »FinTel 10.00. from the | 
market share that WestCom has lost; said Danske Markets analyst, Thomas Simonsen. 


© 3.1 Listen and check your answers. 


Make it personal 


Describe your daily routine at work. 


Are there some things you do every day? Are there some temporary projects you are working on? 
What are the projects? 


Present simple and continuous 


When people discuss rumours — news or information that might or might not be true — they often use these 
state verbs in the present simple: appear, believe, guess, hear, know, mean, reckon, say, see, seem, suppose, think, 
understand. You can use these verbs when you want to report what someone else thinks, or what someone else 
told you. They can help you to be more diplomatic and less direct. 


| hear (that) you're opening an office in Brazil. 

Toby reckons (that) the new CEO will be making some big changes in the company. 

It seems (that) we've missed our sales targets for the year. 

They say (that) Xiao Lin is taking early retirement. 

Some state verbs can be used in both simple and continuous forms, but their meaning is different. 


| think we should finish now. (my opinion) 
We're thinking of/about closing our Lima office. (intending, planning, considering) 
| see what you mean. (understand) 


Sorry, he’s busy at the moment. He’s seeing a new supplier. (meeting, visiting) 
Ve have a branch in every European capital. (possession) 
We're having problems with the new computers. (experiencing) 


6. Write sentences using the verbs in the present simple or continuous. 


1 |/understand / your company / recruit / staff. / you / ea. /the business? 


Core ee ee ar ee ee a et ee i ee ee are re ee eT ee ae ee Ce ee eg 


ee ee ee ee ee ee eee ee ee a ei i wee ee ee ee ee ee ee ee ee ee ee ee ee ee ee i ee ee ee ee ee ee ee ee 
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Two employees of Peacocks, an office equipment supplier, are talking on the phone. Complete their 
conversation using the verbs in the box in the present simple or continuous. — “Be 


come complain guess know lose need reckon say seem notsell think visit. 


MAX: Hi Beth. 1....P0..you knew (you) what the meeting this afternoon is about? | 
BETH: Maybe it’s the poor sales results. It 2.......... Earn that the new scariner Blas Sokal WEES 


MAX: Well, one of my colleagues 4.000... that we 5)... cece seeds cide ..Sales to the competition because 
our prices are too high, so we G.......................... to discuss discounting. 


BETH: Yes, and also, apparently customers 7.0.00... about our problems supplying orders on time. 


MAX: Oh dear, that’s not very good. It sounds like it’s going to be a difficult meeting. By. the way, my manager 
ee Cree that a man from head office in Hong Kong 9............. Lee US for a few days. 


BETH: Yes, that’s Mr Lui. He 10.2200... here whenever there's trouble. Maybe management 
j | eee rer ene. of making some of us redundant. 


MAX: Oh no! Well, 112 .....0..000.0cc we'll find out at the meeting. See you there, Beth. Bye! 


Make i 


Write about your company’s latest news or any rumours you know about. 


it persona 


Present perfect simple and continuous 


Read this extract from a business Hewaleper 


article. 


a Do the verbs in italics describe the past 
or the present? 


b How do you form them? 


i 


i 
: 
i 
3 
i 
2 
; 
j 
i 


B1 


B2 


B3 


fom iciiiaaiaaale eaaranaamammmneia 


‘Woul We/T They | | ‘vethave 


Mi 
§ 
g 
i 
: 
i 
i 


:¥ Using the present perfect simple 


You use the present perfect when something in the past 
is connected to the present. 


You can use the present perfect to talk about something 
that happened in a time period that is still continuing 
(e.g. so far, to date, today). You can use for + a period of 


H 
oosssssentoneiesgnnp GEESE CONGENITAL 


: I 
Re eceemionained 


A ; ong the present parnes simple 


acneve - 


: 
sooo scooseonsSoeGN 


“He/She/It ‘'s/has 
PEIPAAPOSLLPUBCESLAIDSYTIAS A DORALIBIA ae a ORLA IORI RERIOLAL DORI OMI RAL SEAUL NESS AEIDE I LOLNAINELANSSLISDIE ALE DDAUED BI tonsitnphithe LLIUAAUAAD AAD SOHIS PLP LED EAU ncn wo rke d h 6] id. 
‘WYou/We/T. hey “haven t/'ve not a have not 
/He/She/lt ean t/’s not / has not | 
si aoe io ones eae arian a Oa Ae aes il eta a cae dh — ti dhe eno mtb oes en es Soe sabato ee 
Have | Vyou/we/they | worked hard? 
[tina Aare lk ACI See Wii 2 Ce 
i 
| Where has _ he/she/it worked? ? 


time (e.g. two days) and since + a specific point in the past 


(e.g. 3 pm, the meeting) to say how long. 


I've worked here since January /for a month. 
Have you seen Helena at work today? {it is still today) 


You can use the present perfect to talk about something 
that happened in the past, but you do not know or say 
exactly when. 


I’ve been here before. (not tve-beenfere-yesterday) 


B> See Unit 5 (Past simple and continuous) and Unit 6 
(Present perfect and the past). 


You can use ever in questions and never in negatives to 
mean at any time before now. 


Have you ever spoken at a conference? (ever = at some time) 
No, I’ve never done that. 


You can use the present perfect with already in positive 
statements and questions to talk about something that 
happened sooner than expected. 


Paul’s already contacted Mr Wong about the meeting. / 
Paul’s contacted Mr Wong about the meeting already. 


You can use yet in negatives and questions, and still in 
negative statements to talk about things that have not 
happened but you are expecting to happen. 


They still haven't replied to my email. (lam expecting a reply) 
Have our ads resulted in any orders yet? 


Starlings been negotiating for 
which the Johnson family have run 
there 5 been some interest in the Edinburg . 
buyers haven t put in any offers for the Glasgow brat? 7 


B4 


B5 


B6 


+ 


: 
| 
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a 
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_He/She/t 


months to sell the business, 
for generations. Although 
h site, potential 


You can use the present perfect to talk about something 
that happened in the past but has a present result. 


My car’s broken down. (my car is not working now) 
He’s made over six million pounds. (he's very rich now) 


You can use the present perfect to talk about a recent 
past action. You can use just. 


He’s just left me a message. He’s on his way in now. 


You can use the present perfect with this is(n’t) the first, 
etc., time. 


This is the third time I’ve left M. LeBlanc a message. 


(not Heave HeeHteavirg) 


This isn’t the first time you've missed a deadline. 


Forming the present perfect 
continuous 


sesnonterscnssecnscnsonsponssescecnsteté annrgittsaaperitttssisannintserttanttttie 


| VYou/We/Tt hey | ‘ve/have- 


PATON IDAO POOR BLO EODO IOS PDE RIDERS IESE OED 


| He/She/It | 


AURORA B AA AR EARIRRES AERA LE IDOI REAR DRE IRE A ATL DORON AR RIE | 


s/has been 


as cose ie sea eae aoe wo rki { n g 
/You/We/T. hey haven’ t/ ‘ve not/ have. not “hard. 


pn RR AERA RRMA 


rst ne eee seer roe 


_hasn 't/'s not /has not L 


sa sanorranrvoncsseerits 


How | long have test been working? 


£ 
Has” 


YAOATEOASALLOUEERDAIED SY PATAAMPRRESDRONA REECE ALUMS AIEMEISLAI AHR OR EEE 


_he/she/it 


PP SE BEASLEY ASOLO sed anraanenttonninane 


if been working hard? _ 


Using the present perfect 
continuous 


You use the present perfect continuous for longer or 
repeated actions. 


The economy has been growing steadily for several years. 


You use the continuous form when you are interested in 
the activity more than the result. 


Our product has been selling well in Germany. (the activity — 
selling - is important here) 


We’ve sold over 100,000 items so far this year. (the result - 
the number of items sold — is important) 


A Don’t use state verbs in the continuous form. 


I’ve known him for three years. (not tre-been knowing) 


sananiarcaosesanntoatecosarssooosemnecnsenariocncoenmponncscprenssencrescresecensesenenns 


setanetonnansomeccctcoravnnsce SON INNONESCA AM ARENCCINCSONCCECHOOEHE RE 


sneveccensomeececescesoresaocacamtescoesercsceerovertececectcsooecnestenstsscesecssceceseccetesenesercerecwecbecneesecctsconsnoeensnescoseresecsscccoanoscherescowensese ss, 
: 


sncseeecneneneenercereareasetet seiasecseveonsonennieond 


<A 


<4 B3-6 


INTERVIEWER: 1.... Have. you ever held. (you /ever/hold) a position of responsibility? 


HEIN) WGN ALS coos caescuedinnsavnencinnevererede (never / manage) a large team of people, but 13.0.0... eee (run) 
two small projects in the local area. 

INTERVIEWER: OK, and 4 oe ee (your company / ever / send) you abroad? 

JEAN: YOS.[5 oo. c.ccccccccscsccssesseseseessessen (go) to France and Spain several times on business. Also, my 
PANMAGENG fo... ee .... (ask) me to give a client presentation in Bologna in October. 
7. Side teihcceheensereeat (say) yes, but lB oo... eee .: (not plan) my talk yet. 

INTERVIEWER: 9 ooo... cccccccceeceeeeteeeee (you /ever/do) any training before? 

JEAN: My manager 10 .........0...00..cc eee (never /ask) me to, but I'm sure | could! 


Complete this conversation using the words in the box. 


first for just just since still yet yet 


SHAUN: Have you read the article about house prices 1 ....4ye....? 
BEN: Yes, I've 2.00.0... read it. Pretty interesting, isn’t it? 


SHAUN: Yes, especially as I've 3.00... put my house 
on the market. It’s been on the market 4...........0........ two 
weeks and | haven't had any interest 5 0.0.00... 


BEN: Well, this isn’t the 6 ........0..0.0..... time the papers have 
promised us that house prices are going to keep going up. 


SHAUN: You're right, but I think they've risen by 10% 
eT ne January. Although actually 18.00.0000... haven't 
decided where | want to move to, so maybe | should take the 
house off the market and see if prices go up even more. 


BEN: Good idea! 


Complete the second sentences so that they mean the same as the first sentence(s). Use the present 
perfect continuous and for or since. | 


1 I live in Quebec. | moved there two years ago. 
l've. been living. in Quebec....f0r.... for two years. 
2 Stone's don’t charge for consultations now. They stopped last summer. 


WRG beg eget cl anced ees for consultations ............0..... last summer. 


PENSE eee me cressts tas cnrs eee caaedwiot sammie penta eae eee our overseas offices............... ..... the last two weeks. 
4 Cathy works in the accounts department. You want to know how long. Ask her. 


be eee nea win the accounts department....................a long time? 


Sa Oe ee ano See Ee eee ee a presentation ..........00.0.... 45 minutes. 

6 lan is staying at a noisy hotel, so he isn't sleeping well. He arrived there several days ago. 
at, | wenabeeecencatths 0. ote eee well oes tanniias several days. 

7 John is contacting lots of new clients. He met them at the conference. 
5) |) re ner lots of new clients ........0..0000.0. the conference. 

8 I'm discussing our profit forecast with the board. We started discussions at nine o'clock. 


NE Giese ccna pace eee ..... Our profit forecast... nine o'clock. 


4 


<4B,D 8% Tick the most suitable response to each comment. 


1 You look exhausted! Yes, | am. I've worked for ages. 


Yes, | am. I've been working for ages. / 


ao 


2 Are you OK? No, I've lost a very important document. 


No, I've been losing a very important document. 


oa” f® 


3 What's the matter with him? His computer's just crashed again. 


His computer's just been crashing again. 


ao a 


4 How’'s business? Great, thanks. We've doubled sales in the last six months. 


Great, thanks. We've been doubling sales in the last six months. 


ao y 


5 Your phone line is always busy. Sorry. I’ve talked to the marketing department all morning. 


Sorry, I've been talking to the marketing department all morning 


ao ® 


6 I've got a package for you. Oh, has my order arrived? That’s great news. 


Oh, has my order been arriving? That’s great news. 


oe ® 


7 Are any more taxis coming? a_ | hope so. I've waited for ages. 
| b | hope so. I've been waiting for ages. 
8 How is the course going? a Tobe honest, | haven't understood much so far! 
b To be honest, | haven't been understanding much so far! 


<< A-D ~)} The CEO of a water company is announcing the acquisition of another company. Complete this extract 
from her speech using the correct form of the verbs in brackets. Sometimes more than one form is 
possible. 


... and as I’m sure you're all aware, over the past 
few years Eastern Water 1....1a5. diversified / 


Mas, been diversitying .... (diversify) into other 
areas, including waste management and renewable 


energy. 

In terms of our core business, |’m pleased to 
ANNOUNCE WE 2.0... ceccce cece eeeees (just/complete) 
the acquisition of Aqua NE, an American water 
company that 3.00.0... (supply) the 
consumers of New England since 1950. Eastern Water 
and Aqua NE 4.0.0.0... es (work) together 


closely for three years — We 5 ooo... 
(already/exchange) executives a few times! 


I'm personally very proud of this acquisition, our first step into the US market. Several other British water 


COMPANIES 6 o.oo. (look) into the US market, but none of them 

FE sss cutovincsatesenee tee (ever/take) it very seriously. With this acquisition, Eastern Water 

acd chsttieteanateie an deal (now/move) from being a regional-based company to being an international company. 
iss dernsaxctomneraaienta (not/be) easy, but it 10.0... (be) exciting. 

The water business 11.00.00... (have) its problems in recent years, but | think we 

| ee ee (learn) a lot from those problems. 


4.1 Listen and compare your answers. 
Make it personal 


Think about a time when you interviewed someone or were interviewed. Write five present perfect simple 
or continuous questions and answers that were used in the interview. Use Exercise 1 to help you. 


Present perfect simple and continuous 


in the news 


Financial - business news ee 
stories often start with ; a Stock market Crashes : } : 
headline in the present simple paeneS Price of gold hits 
They often use the | pre ser j The FTSE 100 has suffered huge losses record high 

- perfect to introduce the key sus a disastr ous day for investors, The price of gold has reached a 

: news in the ea ee ae Nemoreent record price of £600 an ounce. 


Sdmerinaes headlinesabout aoe Taner 
company performance just use Retail profits up _ New mortgages down 
thewordsupordowntosay  -—‘ There has been arise in 
what has aes ee ae. profits i in the retail sector. 


The demand for new home loans 
has fallen by more than 30%. 


Complete the opening lines from these newspaper stories using the verbs in brackets in the present perfect. ~~ 
1 Small businesses get tax ee | | 4 
The Minister of Finance ....1%8..9en__ small businesses a new tax break. (give) 
2 Government announces interest rate cut 
The government ...........c:0es tes a 0.5% reduction in interest rates. (announce) 
3 TravelJet buys Eagle for £100m | 
TravelJet ....... ccciecitincteeeneee Eagle airlines for £100m. (buy) 
4 High street shops suffer 10% sales fall - | 


Sales at high street shOpS «2... ee by 10%. (fall) 
5 Micro Tech launch slimmest laptop it 

Micro Tech... :se:eieicctss desta the world's slimmest laptop computer. (/aunch) 
6 Northern Motors axe 2,000 jobs 

Northern Motors ..............c.cccccereeee a 2,000 jobs at their Oxford factory. (cut) 


Write a suitable first line for these news stories. 


1 Central Bank holds interest rates at 5% 


tees teceree err eee eet eet ete tate eGR ee EGS EHS ET CNH EES TARP EEE Tete Re tn eRe a paar oatnas EAR farm ll Wr ebm me ace eae Re Pao el penn am hed nee im ecient ww op ne eee Ror a ee 
weeeroroososcosceseoeot Pre ae tet tee ee dee EK KR Pr Oe ee PE EP er RR EER eee ee 
Cec voeeoe seep ovre oreo PRP RHR ge RRR RPT ETRE PREP ee RR RE RR Pe SER Pe eee eee 


ewes oveoeeoot BF ese eP TT FT ETT ere ee ee ee eer ee ee ee he eS ee ee ee eer ee ete eR ee es ee eee eee pe PE eRe 


soe ves eve vrew eee ett eee eben eR eR ee eee 


Make it personal 


Look at the headlines in some English-language fiona newspapers or on websites. Write opening 
‘sentences for each headline. Then compare your ideas with the real articles. Were your ideas similar? 


Discussing 


Absolutely! i 


Read this conversation. We could centralise | 


eam Which words show who agrees faunns 


We did that before, though, 
\ and actually it was difficult. | 


L sai6a}e13s Burnjeads 


‘1 at has done a great job. As far a as I'm concerned, the brochures are excellent. 


et h ese expressions: to give an opinion about hypothetical situations: 
a’ oo | would think, | would i imagine 


a thi mares 


ou. cansa say .. 
obviously, / of course e/ / eleatly 


7 m not sac eateg Age a 1 matter ree act, | in a ead ei 


& | Agreeing 
~B1 You can use these expressions to agree with someone: 
(That's) right, (That’s) true, Absolutely, Definitely, Exactly, | agree (with you/that). 
ok Customers want 24- ‘hour IT support. B Absolutely. , 


B2 You can use these expressions if you want someone to agree with you or see your point of view: 
(do) you know/see what I mean? if you. know/see what Ir mean. Se 


We should be looking for rpartners outside Europe - you know what Imean? 


Bang gre sing 


C1 You can give a different view Starting with Yes/No but, But, However, On the other hand: or ending with though. 


A. Weget good service from ¢ our cleaning company. at B ‘They’ re expensive, though. 


A | don't agree (with you) or | disagree (with vou are very strong in English and not very common. 
People sometimes say | don’t agree with that to make the disagreement less personal. 


C2 You can use actually to correct or contradict what someone says or thinks. 
A: ‘This epon doesn't include last month’s spending. _B: eds: it does, actually. On page 11. 


a & 5 Ye cant use these expressions if you partly daegree: with : someone or think one point is valid: 
That’sa very good/fair/valid point, but. » You’ ve got a point, but.. .., [take your point, b but... 


& The ‘phones aren't cheap, but the service plan is good Be That’ s a good point, but we can't ignore Cost. 
Discussing 


Practice 


<4 A-C if a A manager is talking about annual performance re reviews. Change the words in italics to an expression 
from A3. Sometimes more than one answer is possible. 


‘od 


e should change our annual performance reviews. Basically 


You see, ‘my personal view is 'd say that they're not really effective. 


My honest view is the formal interview is a very ar arti cial situation. 


ime between reviews. 


The main point is twelve mo ths is a alone 1 
Its a a fact as managers we should always | be looking at staff performance. 

We should review performance monthly, speaking honestly. 

It's good’ that, staff tell me they'd prefer that too. Some people ask for more e feedback. 


HS obvious that it would be | better if we supervised staff more closely. 


0 a oi a ue - as Ne 


My honest view is ‘the annual review is embarrassing for staff and managers who have a more informal 
relationship the rest (of the: year. 


oO 


And it’s clear that some people exaggerate their achievements sO they get good reviews. And then 
other people. don’ t like to boast, so it’s not good that they don‘ t do sO well and this is obvious. - 


SS 1.1 Listen and Wilts any other expressions she uses to give her opinions. 


6 | Roaiat stay Lofster ston dite siete v tvncr ameter] scalsie niet icislettiehi aces ele sere eis etsielists sfetsis s\aielsiecelsteatisctiaisie © ov sue.e sisie tre 
Se carci treks Tiana pl», dat past nae SERene TY Papen eee eae US Pees eee RPE ees a er oY ae Sen etre A Seer Ppreee re erris Tee 
ce MOT eMT cles weiter AN oe oY We hae gl Bul ile Meee eee ne ee 
One ae eee pc tere Ged sae Oe eee a en ee eee ee 
LS age cay eo mere ere en eR RU EERE rea MVE) IEPs TeRRA GI TOlieee eet hoes Bae eS ete Re oy 


pa 1.1 Listen again and respond with your own prepared comments. 


> a Shofar wants to red 1 meethe: amount of travelling that staff do. Edyta doesn't fully agree. 
‘Write her responses using words. and expressions | from B and co 


<4B,C 


| 
§ k 
ee send 


2. Wecanuse video conferencing, It’s just as good. iF |Face- to-face c contact i is ;more ® personal | 

: i 

|3 > Wedon't need to go to the branches to talk. ltr akes c communication easier. | | 
|4 Travel is bad for the environment. | That’ s true. | 
1 ac reasteratic cite, GALS PRINT nS 

L een PS EE PTET Pete rt ee ee ee get ee eR Ped RE RTE De Dee eee t ewer serneceenianacevene i 


| ‘That’ S Party, true. You can work on planes. 


5 You waste so much time travelling. 


ey 5 don't tl It's hard work. 


Test 1: Units 1-4 


Complete this text about bank security using the verbs in brackets i in the imperative or the present simple: 


It 1....feels..... (feel) good to be safe. So, at ING Direct, We 2 o.eeccccccccsseeeeeeee (look after) your money very 
carefully. However, there 3 .............0..0004. (be) a few security measures that you should) use to protect your 
money. Here 4.0000... (be) some top tips to protect your account. 


eo DS ee ee (keep) your PIN number safe. 6....... ee (not write) it on your ING Direct card and 
7 en seeal (not tell) anyone what it is. , 


O62 nmake) Sure your memorable date S) eevever lisssesiases- (0) easy to remember, but not too 
obvious. For example, the system 10 ........................ (not allow) you to use your own birthday. 


@ We never 11............... sittase (contact) you by: phone or email to ask for your personal security information. 
If this happens, 12 ........00000.... = (call) us on 0845 603 8888. 


Underline the correct verb form in each sentence. — 
1 Doyou do/ Are you doing this test in your office? 
Does your manager watch /Is your manager watching you do this test? 
Do you always work / Are you always working at the same desk? 
Do you study / Are you studying English for an exam? 
Do you understand / Are you understanding financial statements? 
How often does your manager review /is your manager reviewing your performance? 
Does your company make /Is your company making more money this year than last year? 
Does your salary go up /Is your salary going up a lot every year? 


When you don’t speak / aren't speaking in a long meeting do you doodle /are you doodling*? 


oo ON A WM bh Ow ON 


od 


Do you listen / Are you listening to music while you study? 


* doodle = to draw pictures or patterns while thinking about something else or when you are bored 


Two friends are talking about their working conditions. Complete this conversation using the verbs in 
brackets in the present simple or the present continuous. 


GEMMA: 1....D0. Do you. share... (you share) an office? 

RASHID: Well, | usually 2............. -ssssesss.. (have) my own office, but at the moment 13.0.0... (share) an 
office with two colleagues because they 4........... fee ns mee (redecorate) mine. . 

GEMMA? 5 ooo esccsessseeesseeeseee (you like) sharing? 

RASHID: No, actually 16.......0..:..00.0.08 .(hate) it. It’s impossible to concentrate because my colleagues 
Tome care oeerr (always/talk) about their social lives. And the office 8.00.0... (smell) terrible because 
one of them 9.................. aire (always/eat) at his desk. 

GEMMA: What 10 .....ccccccsccecceeesse-0 (he/eat)? “5 > 

RASHID: Oh, everything! And the other colleague, who 11 ..2...................... (cycle) to work every day, 

V2 eee, (NORNCUC) ia shower when he 13 .......cccccssce (get) here.114 0.0... (not want) 


to stay in this office any more! 


4 If the sentence is correct, tick (VW) it. If it is wrong, correct it. 

1 tarmthinkiag my company is a good place to work. a | thnk... 
lremember my firstday atwork, cee C ..., 
My manager is liking to be at work early, before the rush hour, receetettettetttttctttie 
My line manager has problems with some of the new staff atthe moment. eects 
Our productsdonotcontainany chemicals, i itttttttttttttetteees 
I’m agree with you. | aan acpipesaanmmmiitnae 
My partner is seeing some customers atthe moment.Canl help? 9 eetetttttttttttttttees 
We think of opening a new office in Rome. "ube seneececneearpaneres 


The new rule about overtime isn'tseeming fairtome,  ettttttttttttttteeees 


oO ONO OUlUMLCUCUMRUWYLUWN 


co) 


Sales are appearing tobe lowerthanexpected this quarter, adeteettetttttettteecees 


5 An office worker is talking about their new training manager. Complete these sentences using the verbs in 
brackets in the present perfect simple or continuous. Then choose the correct word in bold in each sentence. 


1 The company (recruit) a new training manager recently/still. 


10 She (not give) us a session on team building yet/already. 
11 She (promise) to do that for/since she arrived. 


12. (you ever/never go) to any of her sessions? 


i ee Ck ee 


Past simple and continuous 


Read this text about the Enron Corporation. 


a What do you know about the Enron Corporation? In mid July 2001, the Enron Corporation 7, eported 
What happened to this company? earnings of $50.1 billion. However, concern 


b Look at the verbs in italics. Did the concerns about» 


. : financial irregularities were growing. 
Enron begin before they reported their earnings in July? 


Where did ‘Wyou/he/she/it/ | work? /I/He/She/It wasn 't/w was not yesterday 


ostcenieniateactoutocoreseseeHa OH OG ENCODE OR ELEN ILEESEECRONSE SYS AO TACO CCE WMRERREEROR ORE HUAI ALBEE EMA LAO AE ELE RERTTER IMEI SEEDED RES ERR a 


2 om a ® 
Forming the pont simple Forming the past continuous 
de ct Din me neces 
+) worked t there. | ‘/He/She/It was | 
b ~ Wou/He/She/It/We/T hey a a + ie i a aneanieemnna 
Ae aC ce OTE a | You/We/The hey were ‘lwentiag 
7 


C 
| 
’ 
| 
— scien tias 
| 
& 
| 


i i 
| Did | (Wee ney | work there? _{% You/We/T| he ey weren ‘t/were not | 
| | Was ‘Ihe/she/it | | 
Many common verbs are irregular. The most PS. care eee ; 
* . . i j 
frequent past simple verbs in spoken business |? Pein c Wer eg JOUER they | [wer king yesterday: | 
English are: | Were you/we/they | | 
dante coun divas had mmadeypuincdia thotaht ORE ks cca OER ae es © ARSE, | RL 
was/were, went. A Do not use state verbs in the continuous form. 
B See Appendix 5 (Irregular verbs). 
e ® —, r ° a 
Using the past simple Using the past continuous 
B1 You can use the past simple to talk about states or D1 You use the past continuous to talk about a longer action 
completed actions at a specific time in the past. This time in progress at a specific time in the past. 
is usually stated or is obvious from the context. 
founded Microsoft waiting for bus 
be) SSeS 
—_ $$ 2. $$ 
Past 1975 Now Past 8am Now 
Bill Gates founded Microsoft in 1975. | At 8 oclock this morning, | was waiting for the bus to work. 


| didn’t need the report for the Board meeting. 


B2 You use the past simple to talk about repeated or habitual D2 You use the past continuous to talk about a temporary 


actions in the past. This has a similar meaning to used to. action or situation in progress in the past. 
Stayed at Hilton stayed at Hilton stayed at Hilton | was working overtime a lot before the end-of-year audit. 
bis = ES : 
a “ae D3 You use the past continuous to talk about a background 
event or longer action that is interrupted by a shorter 
Whenever | went to London on business, | stayed at the Hilton. event or action in the past simple. You often use when, 
B3 You use two or more past simple verbs in the same WGHE OWS: 
sentence to talk about past events that follow one after not sitting at her desk 
another. fe ee ey ae eee See 
1stoodup 2grabbed his bag 3 left the meeting phone rang 
a & (sl | 
SS = 
Past Now Past Now 
He stood up angrily, grabbed his bag and left the meeting. She wasn't sitting [background event] at her desk when the 
What did you do when the market crashed? phone rang. 


While the speaker was presenting his report, | noticed several 
mistakes on his slides. 


<4A,B 


<«ic,D 


<A-D 


A company director is talking about setting up his leather goods business. Complete these sentences 
using the verbs in the box in the past simple. 


reply stay not want | 


Be VN Biesik ci heen ideaerans to expand too quickly and we ..................08 at that branch for two years. 

B Wee c...n. s., to remain small and exclusive, but when we ..........0...0.0004. a new line in leather 
accessories, Sales ......0........ce very rapidly. 

@ SO, wiltal 4 eed ceeestcses sss We do? We... open another factory. 

Ba? dope ste e eecenca aac a good factory foreman for months. 

6 Then Nick Clee... to our advertisement and he...............0.00.... perfect for the job. 

| Je nS (you) one of our briefcases when you first .........0..0. ee. working? 


Complete this conversation between Rebecca and her manager Martin using the verbs in brackets in the 
past continuous. | 


MARTIN: Rebecca, 11....Was. trying... (try) to call you for ages this morning. Why 2...............000c0. (you /not 
answer) your phone? 


REBECCA: I’m sorry, Martin, but 13 ......0.000..00.00.. (have) a breakfast meeting with some clients and didn’t want 
to interrupt them. 


MARTIN: Oh, yes. Of course. | forgot. But why were you late for our ten o'clock planning meeting? 


REBECCA: Again, I’m sorry, but as 14.0000... (drive) from the breakfast meeting to the office, | got stuck in 
traffic. | did try to call in several times but the office number was always engaged and nobody 
Pe lancc shosnnat (answer) at reception. 


MARTIN: Hmm. And where were you yesterday AFtEFNOON? 16 oo.cecccssccecccecseseee (look) for you everywhere. 


REBECCA: Laura and 17.00... (prepare) our presentation for this evening. People 8 ........0.....00.0.. (use) 
all the meeting rooms in the office, so we decided to go to the venue and work there. We 
ae ..... (practise) for ages. | meant to call you, but 110.0000... (not feel) very well by 
the end and | completely forgot. 


Write sentences using one verb in the past simple and one verb in the past continuous. 


1 He/write / his report / when / he / spill / coffee on his computer. 


eee ree erece rr ece sere essa seenonaetaene ster eeseereseereesereer ese se Secor rer ere eres e sna heet sere ese ese eee Hees Pera sree nent e ease at EE Hae re EH EEE EES EERE EEE ERE H EH EEE EEE HEE ROO Oem ee eee dete eoeene 


He was writing his report when he spilt coffee on his computer. 


2 The auditors / arrive / when /he/have/his lunch. 


OR mmm e ee meer ee eee H ee eee EHD Me Emma EE TEE H ERE HERE ESE EEE SET EFH EE HERERO EEE RHEE HHHE THER HSE EOE EEO ETHER ERE REE ERE EEE HEHEHE EEE HEHEHE HEE OEE EEE EEE OEE HERO EE EEE OME OOM ERE R eee eee eee 
Ce OO ee i i ee ee ee ce a re a ea a a er ar ar 
RC e eee eae ee HEHE EERO EH ERE T SEDER EER OEE OH ED DEKE ESE H EHH EEE HOE E HEHE SEE TEETH HOEH TEESE HEHEHE ERE HR ETHER HET EH EO EEE EHH SHE EEE THEE EEE ESHER HEHE ESET ESE E EH HEHEHE HEHEHE RSE mere Br een sereresis 


a rary 


office. 


SOCORRO He ee ee mee B aE HH OR HH HORE TEE EEE RET HEHEHE HEE HHT EHS EH SHEET EHH HEE E HE HEE HEHEHE RHEE EEES ESE EEE SEE SE RHEE HHO HHH EERE ERROR ER HEEEEH HEHEHE HEHEHE DREHER ERE RES HE EEE H OHHH EH EERE EEE H ETE HEE EHH EEE 


ee ee ee ee i ee a ee od 


> 


<A-D Neil Baker won a television contest to work for the successful British entrepreneur, 
: Peter Salt. Complete this interview with Neil using the verbs in brackets in the correct form. 


INTERVIEWER: So, Neil, when you 1....were. studying... (study) 
AU ASIP PSI) Be oo. 22k scnntsden coves cicnmneiv Rs (you/ever/think) you 
would work for the famous Peter Salt? 


NEIL: To be honest, 13.000... (enjoy) my time as 
a student too much to think about my future! | 
INTERVIEWER: What 4 ......0.....ccccccccececceeessceeeeees (you/do) when you 
Beet, Mee te, Gol (apply) to take part in the show? 
- NEIL: For my first job 16 ........0000.0.. vevestrseteseeeeee. (WOrk) as an 
investment banker, but | 7.000000. (want) more 
variety in my work, S018 oo... ccc cece (leave) a year 


or so before the programme to set up my own business 
providing IT support to small businesses. Unfortunately it 
ener eae (not/be) very successful. 


INTERVIEWER: You now work for Peter Salt. Tell us about your job. 


NEIL: | work in the property section of his business and it’s 
very interesting and challenging. In my first year, 
| VD) sicsvscserconcsesanstmovescnnadvons (learn) a lot from watching Peter 
at work. When Peter and 111.000.0000. (work) 
together on our latest project, a plan to build a health spa 
iT) THE RISA; VC Tex... .csscsccties ec ccceteenenevanes (negotiate) a really 
good price for a great site. 


<4 A-D k, Complete these sentences so that they are true for you. 

1 Last year, my company ....{49..... (De) cece (more/less) profitable than the year before. 

2 When I wasia Child, |... cee ceeteeeneees (VOGT OB sce crcuacanniieeawsnaon ; 

eB sr eae eee cree eee (GEO IVY THPSU JO WH io iccds iscdiveenassceonsvearcct [year]. | really 000... en 
(like/hate/enjoy) it. 

4 Afterschool, | ......0.00c eee (UN cs A 0 te cc ie ea 

MB ANGIE ciocoecch ven secstedesaseanenenteee tos MSUIG e Wocs.. iee cencasesertarcrneurt UTC. c 0; Seeaisdeamneeeant 

G Yesterday, | ao... cccseeeeees (WITE) ooo ccccecceesccccceeeeesetees [number] emails before lunch. 

7 A 0=: 1 eee eee eee (try) to decide where to work, my friends ..............0..0ccccceeee (help me alot/ 
not help me much). 

8 When | was a teenager, Io... cece (ECICOHOHEAGD) oocic.csiccsncactoseessvegeesansaves: , 


Make it personal 
1 Write five sentences about your first job or your time at university. 
Where was it? What did you do? What did you like or dislike about it? Why? Who did you meet? 
2 Write three sentences about when your company started. | | 


Who started it and why? What was happening in the markets at that time? What happened in its first few years? 


Past simple and continuous 


You can use the past simple or continuous with a present meaning when you a 


want to be less direct or more polite. This is common in shops and restaurants. (7s 
Did you have a loyalty card? (Do you have ...?) 

What was the name, please? (What is your name?) 

it is useful when you want to make requests or ask favours. 

| wanted to ask your advice about investments. 

was thinking, maybe we could discuss the offer further. 

Verbs that are often used in this way include hope, think and wonder (if). 
They are often followed by modal verbs would, could and might. 

We thought you might like to visit the new plant this afternoon. (Would you like ...?) 


——— 


| was wondering if | could talk to you about the minutes of the next meeting. (Can | talk ...?) 


Make these requests less direct using the verbs in brackets in a past tense. Make any other necessary changes. 
1 Let's arrange an earlier date for the AGM. (want) 


eee eee eee eee eee eee ee ee er ir eee ee eo ew eC eC i he i eRe ao Bes oo eee oe et en ae oC wo ee ak iy 


| 


Make this telephone conversation between a PA and an airline booking agent more polite by changing 
the verbs in italics into a suitable past form. 

pa: | 1wanr....wanted..to book a return flight from London to Paris for two people. 

AGENT: When would you like to travel? x 


PA: We 2 are hOping ...........0:0.cccce Lous. tOgoon Tuesday 21 st, but we 
3 are WONELING ... vice We 4 CQN .... 2... esssictsaivee we 
the 23rd for one and the 28th for the other. 


AGENT: No problem. What time 5 do you WANT ...........0:0.ccccetceeetseeeee to tavelt 


7 book ferent do coming back - 


pa: We need to be there for a ten o'clock meeting on Tuesday anid we 6 are thinking wate. Baad eters sess WO 
POV isch ee leave the returns xe Is that pester : a | 


PA: By credit card. Also, | 10 wonder...................... we. me o : 2 - : | add these a air 
miles onto my frequent flyer card? a i | | 

AGENT: Certainly. I'll book the flights for you now. What 12 are. eect Par the n names of the people 
travelling? Rena ee | 


5.1 Listen and check your answers. 


Make it personal 


Think of five occasions when you will talk to your boss or a customer in the next Week. Write five polite 
requests you could use in these situations and then try to use them. 


Read this extract from a report. 


a Which verb in italics refers to a finished event in the past? Eastiycar we produced) 62 femacnines: Over tne past iwe 


~b Which verbs refer to something that Baned | in the past and quality and we have made lots of progress. The board has 
is still continuing now? 


© Which verb refers to a past action witha pYécent restlle? 


Present perfect and the past 


years we have been spending a lot of time on improving 


decided that now it is time to increase production. 


_ 
a 
a 


<@ See Unit 4 (Present perfect simple and continuous) and Unit 5 hae! simple and continuous). 


A Choosing between the present perfect and the past 


onsite ssa ots neat eae MunnaNLESEDHNS REA eH iENHENN gOS AOAN ANA NERMNENNNEHEDHAEEA ONSEN NEOEA NER NEESER BENNIE ESHER RUNNION SNR ONE SRB SEE TENURE EEN IH DN DHE HNN ERIN 


: You c can use the present perfect: You can use the past: 


coeesanseatecoaieatuestesnsenaenss SONATE NNSNSONA SANCTION TEEN EONAR EEN NNN NES SO OHCENNEHNHENNNA NEN 


SHOREHAM ONEONTA 


tee 


Al to o talk about a single or repeated action to talk about a single or repeated action i ina a finished 
_inan unfinished time period (which is still continuing). (past) time period. Often the time is specified or known. 
| Has Mr Sanchez called this morning? (it is still morning) | went to Spain on business last week. | 
| Id like to continue the discussions we've been having this | During the 1990s the company was trying to enter the US | 
week. (the week has not finished) re ater | 


Sa esbogNNONNESEOO HANDS SSONNH HAM AENNSENDBSNDINON ESD DIAN SNEEDINNG SEENON NEN INN NTT NNO NRE TINA SHAS SDSNNIRIDN SANNA ANANSI GEN RINT NII NINE TH HII 


NO 900NNNHIGINIDNINRGERHE EINE HIIDONEROREENAAHONNIIDNSRECERN OOH HSEA SEN OOIEERINENNNIOONEDDS 


A2 | to talk about a past action or situation that has an effect in | to talk about a past action or situation that does not tell 

| the present. |us anything about now. The time is usually stated or is 

| The printer has broken down. (it isn’t Oring now) | obvious from the context. 

| | John’s reached an agreement with Harper’. (they're ready’ —_| The printer broke down last week. (but it’s working now) 
to sign the contract now) | We were travelling around Asia in March. 


NIHON (estate eae AeA A 


| with these time expressions to show finished time: 
_ since Monday/2006/ the merger, for ten years/ages, ever, yesterday, ago, in 2007/January/the summer, at two oclock, 
_ never, so far, the first/second time, before, up till now, earlier this week, last week/month/year. 
recently, yet. : The project started six years ago. 
He's been avoiding me since our last meeting. | | wasn’t working here last year. 


LAO LOO os 


soca Sees SODS RSENS neste BHHEA ER Bae NESRN ANS SO NSE NUN ENSIGN NS 


| A3 | with these time expressions to show unfinished time: 


OMe TROCHOPPMeL 


renconennite 


‘ 
scoeesesnststonenthenseoenesseensises eet eee onsenen ees EHM tsetse noeesinsteeoesns sna aaNet RAMAN EASES ERR EASES NESSES [Saree a. ee ee mie ee | 


| 
_| Have you ever dealt with-Ramcorps? 
eee , - 
A4 §toaska general question about past experiences. | to give or ask for more details. | 
| _Have ee ever been to our Paris offices? | & Ohreally? When did you go there? : ‘| 
| a __|8: /went there last autumn. i 


eee between ae and simple forms 


 SSaiAnSannini ssassncanuanaatnnaiinaasasniniaiinaacorncenonea inieanieanonneuiionsseuanaaamn meni nansennnassiansamieainenaiaaninan 


[|x You ¢ can uset e the continuous form: 


00 


You can use the simple form: 


Ang asnainnnaaaeanndtnnntinnennnsntsSSAMAAANANNAMA ca Ace NeAANAMAANASSA A IAA AIA KAASRSOMMASINASSANENINNIAAMSLASUASISAAAS NIRA ANAM AMARA ASRS SAMS SNA SAKANSARS AANA AA 


_to talk about completed actions or permanent situations. 
| He worked in Italy his whole life. (he’s dead now) 
| He 's worked in Ita ly all his life. (he still works there) _ 


na SASSIANIRAYOMEANRRSANAMASAN coengnenanangnannanesareasnsanaeagnitannnnnranvnssannasnenassss sansa eehannssterwnrenrieiOian Mn gaXia\ NOAA NNROSOMASSANDN 


BI to talk about a temporary action or a situation in progress. 


: 


In January, consumers weren't spending much. . 
Consumer confidence has been een falling since March. 


| 'B2 | when you are more interested in the action or process when you are more interested i in the result than the 
than the result. | process. 

They were arguing about the price. (we don't know if they _| Turnover rose by 8.5%. 

lean an agreement) | | Our company has made £6m Aone this year. 


UK banks have been nes) an exceptional year. 


 heannononettondecesnntanteneeantco NeettetNNNNGODSR ENaC OnERERRONENNORHOMURENIEGN 


when you say how many or how many times. 


| was waiting for over an hour. | We took on 17 new clients last month: 
They've been trading since 1937 I've called him five times this morning. (not tre beer-catt#7g- 
7 hierfivetimnes) 


Onaga aR ANSP A SIENA ORARAAAANCORS OM A ARAMA IRAAAA BDIRRAND 


<A i Twocolleagues are talking about a takeover in India. Underline the correct form of the verbs in italics. 


DUNCAN: 1 Have you heard / Did you hear how the Mumbai deal's going? 


JEAN-MARC: No, | 2 haven't heard / didn't hear anything for ages. All | know is that the market 3 exploded /has 
exploded last year and since then we 4 negotiated / ‘ve been negotiating to set up a call centre business there. 


DUNCAN: That's right. Well, | 5 ‘ve been going / went out there every couple of weeks or so to try to move things 
along. 


JEAN-MARC: Really? So, how 6 did it go /'s it been going? 


DUNCAN: It’s really interesting, and exhausting! But we 7 made / ‘ve made a real breakthrough in the discussions 
last week, and | think we 8 ‘ve reached / reached a preliminary agreement at last. | 9 only got back /‘ve only got 
back yesterday to brief the CEO. 


JEAN-MARC: That's great news. | know how hard it can be setting these deals up. 
DUNCAN: That's right. 10 Didn't you go / Haven't you gone there earlier this year for some IT project? 


JEAN-MARC: Yes, we 11 opened/ ‘ve opened a small IT outsourcing operation in January. It 12 was /‘s been pretty 
hard work at the beginning but it’s going really well now. 


DUNCAN: Fantastic. Let's hope the Mumbai deal is as successful. 


<A Match each pair of sentences with the suitable responses. 


1 You look absolutely ee a_|had to work late and | forgot to call. 
2 Where were you last Friday? b I've been working late this week. 
3 Do you know much about the US market yet? a We've been doing a lot of research into it. 


4 This report on the US market is really comprehensive. b We did a lot of research into it. 


5 | tried to find you at the conference party. a_ Sorry, I've been stuck in traffic for the last hour. 
6 There you are! I'm so glad to find you at last. b Sorry, | was stuck in traffic, so | missed it. 
7 Why are the prices up in the canteen? a We havent been charging enough to cover our costs. 
8 Why did we lose money on the deliveries? b We didn't charge enough for them. 
9 Where was Sue during the IT training course? a_ What? Hasntt she been attending the sessions? 
10 Where's Sue? | never see her in class. b Why? Didn't she attend any of the sessions? 


<4 A3 EI Complete these sentences using the words in the box. 


ago at earlier ever for in last never -sinee since | 


1 Production costs have risen dramatically ......... SUNCE last January. 

2 Macnab’‘s paid their bill in full every month .......0..0.0000000000.. year, but this year they haven't paid anything. 

3 Market researchers have been looking at the competition ...........0.0.0.0.0... several months. They'll be reporting 
their findings at the next group meeting. 

4 Someone from the tax office called you .............0.0.0.. today - something about VAT returns. 

5 Two weeks 000... management were offering us a 3.5% pay rise, but... ten o'clock this 
morning they reduced it to 3%. 

6 Staff in the factory have been getting £400 extra a week «0.0.0.0... that big order came in. 

7 We purchased the new scanner ...................65 May last year. We've ........... ee. had a problem with it. 


8 | reed your advice. I'm going to Berlin soon. Have you ...................0.00. done any business in Germany? 


& 


<A,B 4 Write questions using the verbs in the past simple, past continuous, present perfect or present perfect 
continuous. Sometimes more than one answer is possible. 


1 How many companies / you / work for? 


Ce Le ee ee cera) 
Oc rr a a ey 
eC i ee ee ee ec ery 
er ee i a er er es 
Dem em Reem meee EHH HEHEHE MRE He EEE EEE EEE EE HEHEHE HH HE OH HT EEE E ESE E REESE EEE RHEE E REE E EE EEE HOHE HEHEHE H HERE HEHEHE HHH EE ERE E SHEE HEHE HEHE HERES HH SEES EE HEHEHE HH RE HEHEHE THERESE EHH R EEE RE Hee es eeEe 
Ce Ce i ee ec 
SO 
BRR eee Rae Emm Heme meme eee ee EOE TREE REESE EEE EEE E DEE EEEE HEHEHE ERE EES EH HEHEHE RE HEE SESE HEE HERE E EERE REESE EERE EERE ER HOHE EEE THERE HOE EH EDO ERE EERE EEE eer ETE HEE EES ERE E EE EEE OHHH EE EEE HEHE EEE ED 


ee a 


(S) 6.1 Listen and reply with answers that are true for you. 


<4A,B  [& Complete this press release using the correct form of the verbs in the box. 


acquire book fly introduce own reach sign -statt- use | 
_ In October, JetWays and Pan European 1 ... started... negotiations over the sale of Globetours Airways. 
+ Ran Putepean 2:2... Mead. - ... the franchise airline for 12 years. 
' Today, Pan European is happy to inform customers that we 3... (now) an agreement 

and JetWays 4 .....ccu eee Globetours. We 5.......... Jiteoseeceae CHE GOntracts early this morning. 

Pan European is therefore no longer selling tickets for Globetours Airways flights. 

The takeover will not affect customers who 6 ......0....... ee. to travel before 1st April next year. 


Anyone travelling on or after that date should visit our website for further information. 


Under Pan European, Globetour Airways 7 ..............0.... .... to 38 destinations in southern Europe and 
North Africa. Although JetWays will continue to run all routes until the end of March, they will not 
guarantee the future of routes that are not profitable. 


Pan European will continue to operate flights out of Gatwick airport. We 8.0... Gatwick for 
our long-haul leisure routes for more than ten years. In addition, we 9 0... .... (recently) 


a number of national routes to and from Gatwick. These will be unaffected by the sale of JetWays. 


Make it personal 


Choose three of the answers you gave in Exercise 4 and add two more sentences for each. 
Try to use different verb forms. 


For example, I’ve worked for three companies. | spent my holidays working for the first one when 
| was studying at university. I've been thinking about that job a lot recently. 


"~~ _.{.| Present perfect and the past 


background information 


3 People hens use the continuous form to cgodaes — topic of conversation by. giving g the listener some 
| a round ne then us use e the us form: to ele theirs main lla | 


Iv ve e been thinking abouts ‘your oe and Ive decided to accept it 


You can also use the aate form first to highlight th then main information and then the continuous form to > give 


some background. Sid ee 
i left my job because wasn't enjoying it it any more. 


| didn’ t want to dis turb b you while you were dealing with Andy pie 
We’ ve closed the plant down because ithasn’t been making enough money. 


Decide which is the main event or action and complete these sentences using a suitable form of the verbs. 
in brackets. 


Manager. 
7 a .. (consider) the Canadian market. In the end, though, tac 
might be better as We..................... (not/believe) Canada would be a Big: en gh mark 
B A: Whyscs.....5.. eee .. (you/decide) to relocate the office? 
B: Because We.............. oe (spend) too much on the rent. 
4 fh: YOU ........22ee (work) late this week, Denise. 
a ( . (not/get) home until ten oclock last night. | eee 
Tn eee .. (have) lunch with someone from SatCom yesterday. He... ee ctesseusttisesn (tell) me all about 


their latest teleconferencing system. 


6, A: What...........c@ eee (she/complain) to you about? 
B: Oh, she’s unhappy because she... (not/get) an end-of-year bonus. 


Change one of the verbs in each telephone message into an appropriate continuous form to give the — 
listener background information. | 

havent been wating 
1 Hi Steve? It's Jeremy here. | hope you havern-twatted very long for me. I'm stuck in traffic. 


2 This is a message for Mr Khan. We checked our records last week and we discovered an unpaid invoice for 
£250. Please could he call us back on 0835 424265. 


3 Yes, hello, um .... This is Paula from Pioneer Furniture. | had some er ae with my email system recently, 
so you srobabl haven't received my order. Anyway, here itis . 


4 Annie? Er, Martin speaking. Listen, | told one of my colleagues about that DVD you showed me, but ae 
the title. Can you remember what it's called? 


5 It’s Nicky speaking. I've tried to reach you all week, but you haven't replied to any of my messages. 
Please call me. It's very urgent. 


6 Alex Payne here. | wanted to speak to you about something eee. but you chaired a rneetta: 
Please call me back as soon as possible. Thanks. 


Make it personal 


Think of four or five phone calls you might have to make in the next week. 


What will you say if the person you want to speak to is out? How will you give the background to your call? 
What will the main message be? 


Past perfect simple and continuous 


Compare these two sentences. 


= — the icon perfect simple 


LAMOAAMCHL IAAL ALLA SALEAERLAAL AIRY LAELIA LELAL EASA AL ERLESAORSALL ELLA A CUEAL ORL OISLLEDIDD LEY EEA EESLLSDPELLISDDYYDIOSEDOSLAS ALD DDIDDID IDEA nono POAAALD LALA PEALLLAL ARORA ELLALAALELAORLI LARA PRL SES EASESAOEIATRLUEDYOR OPN DY DATO PSE AE ALDERMEN MOTO 
z % 


| ‘d/had | Heft the office. | 
| Wou/He/She/t We/They ~ om, 


| hadn’ 't/ had not left the office. 


careers sevvenee poveaececosesecoccovccvoerveesaseet ee, 


| | Why had | | 
(? ac “a to — ‘left the office? 
pee ee ae a eaeeeee 


MARLON NM NH 


‘Seupianmone sepoeniamneapmemeomeomennads Semetenim acini aaaimmaiaaelee OULOLELIGUMIDGELOMEULEDLERLOIAROREASEDEAALebSEREbRE 


In informal spoken business English, you can 
shorten had to ‘d, and had not to hadn't. In formal 
writing, use the full forms. 


| rang them about the training session but they'd forgotten to 
arrange it. (spoken) 


By 1991, turnover had increased to $950,000 and they made a 
profit of $170,000. (written) 


Forming the past perfect 
continuous 


ALAR THIRTEENTH AL APL NEEAEREIROL OHARA IA EMLEDO ERENT ODO ETE EEE OLENA NETO EET ETT OTE EES ADEA NLA 


H 

oe 

a ' 
t 


TIN ou/He/She/It/We/They — “hadn ‘é/ had netbeen' wartng | 


sx onensieOienygNeNOLONONANENIENS 
F 3 
3 


= “long. 

| How long | bee 
; | een waiting: ? 
2 had "a = she/ ie! 
| oo It/we/they 
Had ‘been wealting) long? | 


pscsree ce xo ONL NOLENC ERLE NREL ORLLED ER EE PEE EEOEED OS POLLLEPPOL BCR IRENE aces srcvecenies reesoere: seasesaancnanenssanantsseteersiondsontsnesnmeadeseneentiecters: patrainecnce scr sennsatanenerenecinoosenttscencoeanmnccesscesrsiserocerececseneeseet tet 


[4 Using the past perfect 


C1 You can use the past perfect to describe an event that 
happened before another past event. 


1 James left the office | 2 | arrived 
ie 
ou 
Past Now 


When | arrived, James had left the office. 


Which sentence makes it clear that Zetac accepted an offer from Kronos before E-Linx made their offer? 


C2 You can use the continuous form of the past perfect to 
emphasise that the first event was in progress or continuing 
for some time when the second event happened. 


I'd been feeling unwell 


SSPE | 
| left early 
= 
Past Now 


I'd been feeling unwell that day, so | left the office early. 


C3 You can use time expressions such as before, after, when, 
as soon as and by the time with the past perfect. 


You can use the past perfect after time expressions with 
by, for events that happened up to or before a certain 
point in the past. 


By 1999, the company had firmly established itself in the USA, 
Canada and Mexico. 


People often use the past perfect with already. 

When we arrived, the meeting had already started. (not t#e 
meeting-_aready started) 

People often use the past perfect with it was the first time. 


| worked with Tina on the Slovakia project in 2004. It was the 
first time we'd worked together. 


C4 You can use the past perfect to explain or give 
reasons for past events. You can also use the past 
simple. 


| couldn't give the latest figures because our system had 
crashed (or our system crashed) earlier that day. 


| had met (or / met) Dustin Parker before at a sales conference, 
50 | recognised him immediately. 


B See Unit 23 (Reported speech 1) and Unit 24 (Reported 
speech 2). 


<A-C 


<4A-C 


“4A 


moh 


wu & W N 


10 


1 


a uu F&F W N 


10 


1 Complete these sentences using the verbs in the box in the past perfect simple. 


predict notreceive notsell speak suffer 


It seemed their office .....00.... our fax, so they didn't respond to us. 


The company ........ccccccccceeeeee to enter Asia in 2003, and by 2005 it had a big operation in Thailand. 


ther, RENCRW ad. (already) to our IT manager about the problem with the new server when Peter 
mentioned it to me. | 


We .......... nomena heavy losses during the previous year, so we knew we had to take urgent action. 
ie rene: (you) this downward trend or was it completely unexpected? | 
The figures showed that we...................05. any units at all in May, so we were very disappointed. 

| Sone reer Ceere (only) for a 5% pay rise, so | was very happy when they gave me 10%! 


PrIC@S ooo eececeeeeeees sharply, but then in 2004 they started rising again. 


Complete these sentences using one of the verbs in brackets in the past perfect and one in the past simple. 


ee ee (be) surprised to see the visitors at 9:30 as they... (phone) previously to say 
they would arrive at 10:00. | 


To, eee ene (you/know) about the changes in the schedule? ..........0.. (you/speak) to her 
about it before? . 


Transportation Costs ................c (rise) steeply, and therefore we ...............0..0.00. (have to) put up our prices. 
INSU Soccer mene: (not/leave) the office yet so lw... (be) able to talk to her about the problem. 


a) | rer (say) it was the first time she... ee. (ever/give) a speech, so she was nervous. 


Complete this article. Explain the reason for each event using the past perfect simple or continuous. 


Sharesriseaftermerger = «8 = = | Reasons 
1 


‘Share prices rose on Thursday after the news that = | — two major banks announced a merger 
two major banks had announced. a.merger 


The deal had a dramatic effect as Hates as | a the banks’ shares were falling before the announcement 


eee eC ee een 


It took a few months to finalise the dealas = =| _ the directors were negotiating the terms of the agreement 


onan Satan tere ey it r 


_ There was some controversy over the merger because | — some people said that it would create one of the biggest 


financial groups in Europe 


But the markets responded well to the newsas the financial sector was unstable in recent weeks 


Peek ee a ee ae ee 


farm acer sea sa ryinebel sete a eg ble 


The merger came as no surprise to many as i A eT | _ it was predicted in a popular financial blog 


7 


<4 A-C Complete this interview using the correct form of the past perfect (simple or continuous). Sometimes both 
| are possible. : 


HR MANAGER: So, you 1.4. accumulated... (accumulate) ten years’ experience in IT when you decided to look for 


a new position. How long 2.0.0.0... (you/work) for Dormax at that point? 

LEO: About six years. 13.000... (think) of changing jobs for a while but 14000000. (not/see) 
anything really interesting or challenging enough. : 

HR MANAGER: Aha. And before Dormax you 5 ..................0..00.. (work) for a Swedish company and 
See (live) in Gothenburg, is that right? Did you learn to speak Swedish? 

LEO: Yes. In fact 7 oo... ee (study) the language for about a year in evening classes before | moved there. 

HR MANAGER: Right. You said you 8 |... (not/find) anything challenging enough before you applied 
to us, but that you 9... (consider) making a change. What sort of challenge were you looking for? 

CEO: WEN NG). Accsccsecsiecisaneecre (do) more or less the same old thing for six years and 111.0000... (begin) 


to realise that | was missing out on a technological revolution. 
HR MANAGER: Could you explain what you mean? 


LEO: Well, at that point, web-based applications 12............0000........ (just/start) to take off, but in my company we 
were still working with static, hardware-based technology, without looking at the new web-based opportunities. 

HR MANAGER: And what did you think those opportunities were? 

LEO: Well, [think 113.0000... (already/realise) that web-based systems could streamline our operations 
massively. Our branches 14.0.0... (miss) opportunities to network with one another in the most 
efficient ways, as they were all operating independently and using their own systems. That's the kind of 
thinking | would like to bring to this post you are offering now. 


HR MANAGER: Great. 


<4 A-C Complete these podcast extracts using the verbs in brackets in the past simple, past perfect simple or past 
perfect continuous. Sometimes more than one is possible. 


1 

In October 2006, Voltra International ....Y45.... (be) in trouble. The price of raw materials ........0...00008. (rise) 
steadily, its sales .....0.......c ee. (fall) and the company's shares ...................05. (already/drop) in value by 30%. 
When the board ...................008. (introduce) an emergency budget in January 2007, few people ...................00. 
(expect) that it would transform things so quickly, but in September 2007, the company ....................6 (report) 
a record $15m profit. 

2 

The biotechnology industry ...........0.00.0.0.0... (grow) out of university laboratories in the 1980s. The first 
successful gene transfer ................0006. (take) place in the early 1970s, and by the end of the decade some 
pharmaceutical companies .....................5. (start) mass-producing some proteins. These later .............0.......... 
(become) the first drugs of the biotechnology industry. By the 1980s, scientists .........0..0000..00. (become) aware 
of the commercial potential of their work, and many ................0...00. (leave) the universities to set up their own 
companies. 

3 

In 2002, the country’s economy ................ ee (look) very unstable. It... (have) a budget deficit 

of 14% of GDP, high inflation and slow growth, and one of the highest unemployment rates in the OECD. By 
2005, things .......0..0c (improve): government Measures .................:005. (cut) the budget deficit to 7% of 
GDP the inflation rate... (go) down to 1.6% and... (be) one of the lowest in the OECD. 


©) 7.1 Listen and check your answers. 


Make it personal 


Think back to your last job interview. Write a short paragraph answering these questions. 


Where had you been working/studying before? Had you applied for other jobs too? Had you met any of your 
new colleagues before? Had you been doing similar work? Had you expected certain things about the job, 
and were they true? 


Past perfect simple and continuous 


If you regret or feel dissatisfied about something in the past, you can use wish or if only + past perfect. 

| wish they hadn't sent us so much publicity material — we can *t possibly read it all (they sent a lot) 

She hates her job. | bet she wishes she'd taken the job in Hungary instead. (she didn't take the Hungary job) 

if only we'd known how high the costs would be! We could have looked for another supplier. (we didn't know) 
Were really struggling at the moment. If only the government hadn't increased corporation tax. (the government 


increased corporation tax) 


You can use verbs such as hope, intend, want, plan in the past oe (simple and continuous) to talk about things 
that you wanted to do but did not do. Had is often stressed in these cases. 


We had hoped to solve the problem with the servers last week. (we didn't solve the problem) 
| had in intended to go to Frankfurt for the Book Fair last year, but | had to cancel at the last minute. 
The firm had been planning to launch the new line in November, but there were delays. 


Rewrite these sentences using the correct form of the words in brackets. Make any other necessary changes. 


1 |! shouldn't have shouted at Tom. (wish) 


A iin Ae ere tN ER tir ie copra eye en bg Tae A OOO eo 


oe ee ee kk i ik iia eo Cee ee aoe 


Same e eee me eet e eet owe ee eee ee ee eR ODETTE PR Pe OEE Deo e eet Pewee eee see see e PRE HEM HET hae 


Sem ee m oem rere reson reer soeseee eres se OSH E HEED RT RET Hee HMSO ease nore aeaseressee tenet Sed eE ERE EEE Ro 


ee ee ee ee ee ee ee a ee eee ee ee a er ee ee ee eo ey 


i a ce ee eC ek ie ea iia aoe ena ae a 


ek er ce i i i ee i i ee Se ee eae ee Ge eat a aCe em 


Pete eter eeer eee ses eee soe eee re ee TREE RTO RTE P tHe REREAD omen meee r te wanes ees ee eo eee eden 


Correct six mistakes in these two emails. 


1 2 
e6e 


Hi Cecilia, 
I'd known 
I wish -knew you were in town last Friday! If only you let 


me know. We could have met and had lunch together, as it 

was my day off. I planned to have a really relaxing day but 

' my washing machine broke down and flooded the kitchen. 
It’s a very old machine. I just wish I bought a new one. 


Don't forget to email me next time you're visiting! 


Ben 


Make it personal ae 


e \ wee Pas : # 
OCI FOC PSR CIEE po 9 Reig led BOO IIIS FORE U EOE TTR DET RTE R EP COE H HOMER EERE HCH EHE OES 


ReRcere eee eee Urea ee ee ee eee eee S ee eee Te eee eee eee ee eee eee ee eee ee eee es 


ee i ee ee oe ee ar) 


re ee ee ee ee er ee ee ee rs 


ee ee eee ee ee ee 


Cerne ee ee ee TE TERR Ree eee ee Reta ee REE Eee ee dares neene nace 


ee ee ee ee eee eee eee eee eee ee eee eee eee ey 


i a a ee oe ee ee ee ey 


de Move Mhoreape 


le Edt ew frwart Format Tonks Mecuage Help 


Dear Ruben, 


Do you remember that awful presentation | gave in 
Genoa when everything went wrong? Well, last Monday 
| did a big presentation for the board and it went really 
well. | expected that it would be a disaster, but actually 
it was a huge success. | wish you were there to see me. 


Olivia 


ded t t do in yo uiitorr last year but were unable to do for some 


c. and wish and if only. 


rm a Which one describes a state? 


| 2% b Which ones describe habits? 


Used to and would 


Read this comment by the founding director of a restaurant chain. oe ee sittin 


A Batore | became a restaurateur” = See 
7 (| was in the music business. | used to goto 

| America regularly and would always come : 
~~, back with lots of ideas: something fora 4 
_ menu, something promotional. 344 


Underline expressions that describe his past business activities. 


Forming the past with used to | A Used to does not describe how many times or for 


| how long something happened. 
A1 Used to has the same form for all subjects and cannot 
describe the present or the future. Stefan visited London twice on business. (not used te-visit) 


He ran the company for 20 years. (not usedte-+tA) 


B2 Used to normally indicates that the past habit or state is 
not true now. 


l used to spend a lot of time travelling for work, but now I'm 
use to work there? completely office-based. | 


|Why did | ipauneshe! 


it/we/they © 


Used to is much more common than didn’t use to. Would 

Never used to is three times more common than 

didn’t use to in spoken English. C1 You can use would(n’t) like used to to refer to past habits | 
or activities if the time or context is clear. 


A2 \nspoken English you do not always need a verb after . 


_ used to if the verb has already been used earlier in the When | worked at Stanard’ I'd always be the first into the office. 
sentence or conversation. (context = When | worked at Stanard’s) 
A: Do you work nights? 8: | used to. | In those days she'd often take on too much work and she 


Our staff don't work as many hours as they used to. big atte AL og slit ese ce! 


A Would is not used to describe states in the past. 
Don't use would with state verbs. 


Using used fo This garden used to be the office car park. (not would-be) 
A Questions about past habits or activities with would 


B1 You can use used to instead of the past simple to describe 
| are very unusual in English. Use used to or past simple. 


a past habit or regular activity. 


When | was a. postman, | used to get up / got up at 5 amevery Did you use to work / Did you work for Apple? 


morning. (not Woutd-youwerk) 


You can also use used to instead of the past simple to C2 


cers We can use would + adverb of frequency to emphasise 
describe past states or situations. 


how often something happened. A 


This company used to have / had a factory in France, but we 


; Negotiating new contracts would often involve weeks of 
closed it in 2004. | | 


meetings with our suppliers. 
A Used to does not describe single events or actions in 


A Remember that would has many other uses. 
the past. | 7 


B See Unit 13 (Modals 1) and Unit 18 (Conditionals 2) for 


This company made a profit last year. (not wsedte-meke) other uses of would. 


<4A1 


<A,B 


<A-C 


xy 
“> 
—_ 


1 you / enjoy / school? 


Write questions with used to. Then write answers to the questions that are true for you. 


Yes, | was r 


ae i De Se Sie har ae ees Cee ries SO 


ZD Wit CAS POM PAG / IV YOUE TSE JOD? 220i asicsscsccccecceseserscrpsencessonensecntesp cess laleduesevensslontephetrataa issesSldusnanegen Maneallandls ? 
Mihi... ..0 
5 tanya mer? semicon patie ADE x inci 
tdi RING IAE io ininniainnsiniinnninnnsiesinanéosioansasal 


a ee i 


Replace the verbs in italics with used to where possible or leave them where used to is not possible. 

1 When | joined this company ica te marketing department. 

2 With the old computer system we needed several days to collect information from all our subsidiaries. 
3 When the new manager took over, we got new job descriptions, which was a big improvement. 

4 He didn't enjoy his old job, so he decided to move to Africa. He got a place with a charity as a teacher. 
5 


A: She's a very good presenter, isn’t she? 
__B: Yes, she was an actor. | 


6 A: How did you keep in touch with your clients before email? 
B: Well, | made a lot more phone calls. 


7 | don't write as many letters as | did. 


8 Bill Gates was with Microsoft for 33 years before he /eft in 2008. 


A manager is describing changes to his company to a new colleague. Complete this conversation using 


used to and the words in brackets. In which gaps could you use would? 


COLLEAGUE: Have you seen many changes here? 

MANAGER: Well, | have worked for Blackheath Engineering for over 15 years, so yes, a lot has changed since I’ve 
been here. We 1....45ed, to. be. (be) a much smaller company. Now we employ over 360 people. There’s a 

_ great atmosphere here now. My staff are all really flexible and motivated and very hardworking. 

COLLEAGUE: 2 ........ccccccececeee (they /not work) hard? 


MANAGER: No. When | first joined the company, people 3 00.0.0... (not do) anything that wasn't in their 
job description. They 4.0.0.0... (go) home at exactly five o'clock and they 5.0.00... (never/get) 
to the office before nine. 16.00.0000. (always/work) an eight-hour day. Nowadays | regularly work ten 
or more hours a day. 


COLLEAGUE: What has the best change been? 


MANAGER: The new canteen for staff meals has really helped productivity. We 7 ...........0....000.0... (not have) 
anywhere to eat lunch on site, so we 8.0.0... (have to) go out for lunch, which took up a lot of time. 

COLLEAGUE: Have your customers changed? Are they the same as they 9 «0.0... (be)? | 

MANAGER: One area where we've seen huge changes is in our customer base. We 10 ........0...00..0.00.. (make) 


most of our sales in this country. Nowadays, 60% of our sales are abroad, compared to just 5% fifteen years 
ago. 

COLLEAGUE: How do you feel about the current management? 

MANAGER: The CEO changed last year. So far he seems to be getting on OK, although it’s still early days. | knew 
the old CEO very well as we 11.0.0... (work) together years ago. She was great to work with, always 


very friendly and approachable. Even when she was promoted and got really busy, 1 6d 
(always/make) time to stop and talk. 


<A-C a Look at this table. Make true sentences by using used to or would with the verbs in brackets and 
underlining the correct words in bold. 


| In London 


Average salary £14,000 


20km outside London | 
Average salary £45,000 | 
| Male/female ratio 9:1 | Male/female ratio 7:1 We 


Average time with company: 12 years Average time with company: 10 years | 
% of staff with university degree: 38% | % of staff with university degree: 62% | 


Fifteen years ago ... 


1... we...Used. to be. (be) in / outside London. 


2 ... atypical employee |... (earn) about £14,000 / £45,000. 

B ce ANCE naecn (be) fewer / more women working here. 
| en ee (stay) with the company less time / longer. 

5... the minority / majority of our staff... (not have) a degree. 


b Write five sentences about changes to your career or your company. 


MBs WSU SU fk egg ta tae eee nee mesg re eye nreeregt tae UI onizendaiwin ee , but | don't any more. 
2 ThE COMPANY USE £0.00... cetesescttssesteeseeeceneeeee HOUT TE GUE ODEN so. 05 cncasce np eagnanecanadenteicanmenemaiteosts 
RD eC TOLER 1Wic 26 0 NA Sune cp anne oe ERP ee ECP oret oe re et are Sete re eee vs. Dut NOW we do. 
4 My line manager would always... chee rae leevssscestaneehdices ersten , which was helpful. 
5 Some of my colleagues used to................ en nee p TOC AUIS Eas csinsheasrndvecensaaivcombamcaeainacia santas 


<4 A-C Complete this presentation about backing up computers (saving copies of data) using the verbs in 


brackets in the past simple, or using used to or would. Sometimes more than one answer is possible. 


Originally, only computer experts 1....1ad../ used. to have... (have) some sort of tape drive in their 


home computer and 2.0.0.0... (back up) their hard drives. Other computer users 

Bsc (not back up) as they 4.0.00... . (not know) how to. And it 5.00... (not be) 
relevant for people using computers at work, as their important data 6 .......0.00.. (be) on an Office server. 
At most, people 7 oo... (occasionally/save) some of their important files on a floppy disc or CD. 

So what has changed and why is it so important to back up your computer now? Firstly, we all 

2 Ren een (work) at large desktop computers, but now many people have laptops and the chances of 
them getting damaged are high. Secondly, hard drives are now much bigger than they 

) ere eee (be), and contain far too much data to store on CDs or DVDs. For example, we 

iccse Pee pen (store) a few favourite photos in albums, but these days we all have thousands of photos 


stored on our computers. Some of our most important memories are often stored on our hard drive. Thirdly, 
the number of people using computers, especially children, has risen dramatically in the past decade. Before 
then, children 11 oo... (never/do) homework on a computer, they 12................ .... (always/write) it. 
Today, the home computer is essential for completing homework, and backing up regularly makes sure this 
work isn't lost. 


Today | want to talk to you about continuous back-up protection systems ... 


© 8.1 Listen and compare your answers. 


Ww at sedt happen t yat doesn't happen now? What would people do previously that they don’t do now? 


“9, Used to and would 


You can use be used to + noun or the -ing form of the verb to G5 that something i is familiar to you or that you 
don't think it is surprising or unusual. 


We're used to low interest rates, so the recent rises were a shock. (low interest rates is the normal situation) 
Are you used to setting the new security system yet? 


Use the negative not be used to to say that something i is unfamiliar. 
My! PAL isn t used to working with the new software yet. . 


| You can use get used | to+ noun or the -ing form of the verb to describe noe something becomes familiar. 
| It took me weeks to get used to wearing da uniform to work 


: Be/get used to can describe the past, present and future, 


She was used to commuting for over two hours a day. 
_ Are consumers getting used to online shopping? (Is it becoming normal for people to shop online?) : 
Hot-desking might seem strange at first, but you'll soon get used to it. (hot-desking = = sitting at a different desk each day) 


Underline the correct words in italics. 


= 


My clients are used to /get used to dealing with me. They trust me. 


2 After 80 years, the modern consumer is used to / gets used to the convenience of supermarket shopping. 


iW 


I'm not completely familiar with the culture, but I’m slowly getting used to/’m slowly used to doing business 
in China. 


4 At first | wasn’t used to/ didn't get used to their way of working, but now! am happy to be here. 
5 Before the credit crunch, people weren't used to/ weren't getting used to falling property prices. 


6 We were never used to /never got used to her management style - she was too different from our old boss. 


a ‘Match the questions (1-5) with the answers (a—e). Complete the answers using used to or be/get used to 
and the correct form of any words in brackets. 


1 How has your market changed a Yes, it was hard at first, but now I............ pier (write) 

over the past few years? all my emails in English — 1 do it every day, and 
gradually I... cn. (speak) English on the phone. 
| get more and more calls from the US every month. 

2 Is it difficult for you to b Well, recently We... high oil prices, but in” 
communicate in English at the future fthink We 0. (see) higher prices 
work? for everything. | 

3 What was the most difficult c We....were. used. to seeing... (see) sales increase 
thing to learn when you by 20% or more eat veal That's certainly changed 
Started your current job? recently. Now we....r&..geruy SE aaato 2-3% rises. 

4 Were you a good employee di It took Me AGES tO oo... eect eeteteeteeeeees 
in your first job? the internal phone system. { caer ele Siieatenmde (put) 

; callers through to the wrong person. 

5 What do you think will be eBNotie ee... e (not get up) early sol 

the biggest change to CHER cp aaheip eee (get) to work late. 


business in the future? 


b Write answers to the questions that are true for you. 


mane it personal 


ay you used to do something in your language? How do you say that you are used to 
or that you are getting used to it? Think of some examples. 


Read this extract from a meeting. 


Which words show that the speaker wants to start the main part of the meeting? 


2 pli Buiyeeds 


Managing conversations 


Welcome, everyone.|!hope 
you're all well and keeping busy. 
OK. Right. So. We've got reports 
from Derek and Gabriela. 


Twas 1s wondering, do we need anew ee 
Oh, can | ask you something? |s the |T seminar open to everyone? 


aa a busy person, a Could | talk to you for.a minute? see 
ses (sc ee ) = | 
aie ee i i Have you got / Do you have a minute / a moment / a few minutes? _ 
ee “starting a 1 conversation when the Could! have a word (about | health and safety)? 
ee ay bees gta . ° tee 
ati te opic is serious | need to talk to you about /! wanted to have a word with you about expenses. 
A2 You can start an informa}, social conversation with these expressions. 
|9 general questions about people | How are things? / How's it going? / Haw ai are re you? 
dais! aaa etna 
| comments about the weather | Nice/Lovely/Awful/Horrible weather (isn’t it)! 
[Reinke ne abn Ri res ee eee ee eS ee a 


| questions about people's activities | | Busy day? / Are you busy at the moment? | 
| | What are you doing / up to these days? | 


Ssoxcoscersmsiceseoestesmnc a netiesttetovtacssteo soc iorsonesnoccssen ses Mn onsite etsosetieno asin oanoRIEtE CS Umi te epeob bh ono toanz a RURE Carob oto oReoO/ ttt coca EATON EEDCHEaFSot eb obecHe nts eEH TORRE HE o CH tse pan lainsonco moieties oneesenaoe ance aie paian ye oneteit sérodanrabieMenicRjanceancpentivaceatenobanisierencticasccenezeentesneegi on sannnees ieee xenncoRin terabasesscesate oven ooeveu eottanorotsorenesctser aio suecanjonegoieesteeeranoer todo inte onecapeee wen ape soiaakoesseapeenceaesaetoeioria geo ReRaERRSERANEREOONA ERNST 


People say right, so, OK, right then, well, now (more formal) let’s make a start, let’s get started when they want 
to start the main part of a meeting or a discussion. They often use more than one expression. 


It’s good to see so many people here. So, let’s get started. Item one ... 


Managing and ending conversations 


You can manage and end conversations with ne expressions. 


-oascneoniaossbsacenntconunnane ponsentassescorsecesséediesrecnaieoncoposonscnecnzts 


sosetocenicconennene esse ansonoocssceniacannsseisssedssisssssaiteasasnonto WiaieeessSoNcaAS niobétontonicestessonscsHlerONGHOONNDHONENNEDIN ONECEORECHCRSSSE FON SODESOOEEARESSSSSHAON 


scm ’ omy 

| changing the topic | OK, soil talk 16 Gina, then. Are yOu going to the Berlin conference? 

| rd Right/So/Well/Anyway/Now, what about new contracts? | 

| ligrmainels someone eelse into the | What about you / What do you think, Paula? Should we eat in the hotel? | 

| conversation | | Does anyone else want to comment / say anything? (in formal meetings) || 
_ interrupting the conversation - ‘Sorry, can | just say something / make: a comment / aska question? 


Can I (just) stop/interrupt you (fora moment)? 


ak | 


eel ae ee ee eee ee Se eee ae 
| back t lier t A lV; /as |) /as we/ this isak t | 
| going back to an earlier topic nyway, as I/you say /as | was saying /as we, you were saying, this is a key projec | 
| Getting back to market research, what about Japan? | 
iene wnat inner or Wana ere em re i yr eh Ape eg et ea acters eva 
t 
e ending the conversation Right/So/Well/Anyway, good to talk to you. | Il call you tomorrow. Bye. 
@ 

Handling conference calls 
You can manage conference pee with ee Gyn Esso 

| managing ‘the line iy is ‘everyone here? Can you all / everyone hear me? Are you there, Roberta? 


| Could you speak upa little, Marilyn? The line isn’t very good. 
‘Just stay on Shold the line while | try to get Alonso in Valencia. 


-sceontrcoece coon tee ceo siuanceniestabnineeanneanceeieormtons che tenets eetsteetSaiteH tt eRe EARP CAFERONMEH OD OLIN gOC COSINE Rae ERHEU AURORE natant 6. ae | ACCRA N HOUR AERA REE 


lmoneging speakers want to bring Josefin at this point. 
| 
_ Does anyone else want to come in and comment on this? 


ar 


sceanenotaategny nastonn cane eG SSRN OESOMO Anant 


eventos neice ances tes llncnnrtsl-stjaon meena tinue i nnn ae 


LENE EES DEV RTD RRO ee ae oe a ARES ES EN CORED EOE NT ETNIES onsen pO ea ROE NA RSD OS TEES GEDA HES OE HDD 


“ending the call So, maybe. we can have another call next week? 
Well thank you for your time, everyone. /Good to talk to you. Bye. 


snscneartesiessenseinnesesscsasetsesceinseoenenacteeoseneeren rence steeetense tence sneoteenetenau niecatantsitsieeetenciieiecsceerramcirnnarorieneroneneioe ibeneuete icon teh isemanees 


| 
/ 
| 
5 
i 


Saorxrnceneerroanratin 


Sommer 


LPCDReASeSA Batt Ce SLICER RETENER SLO ORE 


oreebtrtabttssesinnsfneiaseaneeeecneteatersenennsstectidrasaescesot escalators orescence aint serine eer CREA SEE OEE ERSTE 


Managing conversations 


ee oe 


Pra SE 


aboee a serious fd ceapieirt ane Rae come up in Quality Control. 
& Oh dear! What i is i 2 ? Come’ in. ‘Close the door. Hii at 


et It's 's Garry Walker, on, let! ee he's onvextension 2653. 


BUR PI AOUISe. cc beeen yeaa at 
By Oh, you know, when am i; not busy? 
| £ A: Hel lo De rek.. ee ae a HERES meee ok ec ll Be Bee 
B: Yes, of course. ‘comdi in. Nothing too serious, ihone? 


A Bill... aM a). wotte cece teeeeetien Cer Orme es fice what happened to those photos: you took at the Helsinki Expo? 


: Oh they’ re still on 1 my complet somewhere, r AL find them and send them to you. 


Ay Hello, KYOKO. 00... eceeresseeeee Side nee oe 
'B: Fine, thanks. And you? | 


: elo Eric: | kno\ 


Fee Test 2: Units 5-8 


1 


Underline the correct form of the verbs. 


1 Whenever | was / was being in Paris | always stayed /was staying at the Hotel Normandie. 

The construction work has started / started six months ago. 

| did/’ve been doing a lot of work with our Korean partners since May. 

Sorry | missed /was missing your call. | didn’t work / wasn't working at my desk when you rang / were ringing. 
Have you finished / Were you finishing with that room yet? You were / ‘ve been in it all morning. 


Where were you going / have you gone this morning? You seemed / have seemed in such a hurry. 


N OQ Ww a wn 


We were planning / have planned to upgrade the IT AEM this year, but we decided / were deciding it was 
too expensive. 


- 


The board yesterday appointed / were appointing Simon Williams to the post of Centre Director. 


9 | wanted /’ve wanted to speak to you about my presentation at next week's conference. | was wondering / 
‘ve wondered. if you had any suggestions for a case study | could talk about. 


10 | was leaving / left the office when the MD called /was calling me into her office for a chat. 
11. This morning | was sitting / ‘ve been sitting on a train in London; now |'m here in Rome. Great! 


12 Did you have / Were you having a successful meeting with the buyers? Have they signed / Have they been 
signing the contract? 


An HR consultant is describing her best business decision. Complete her story using the verbs in brackets 
in the past simple or continuous or present perfect. Sometimes more than one answer is possible. 


|hope!1....¥¢. made... (make) a lot of good decisions in my career, but! think | 2......................... (make) my 
best decision about seven or eight years ago. | 
We 3.0... ao ...., (have) problems recruiting new Branch managers. We 4.0... (look for) 
people with both sales and managerial expenlenceiDult Wer cer: ce (not have) much success, so | 
[Gee ee (decide) to introduce my training management programme. We 7.......... veeeleeteee (interview) 
our best salespeople and 8................. _u...... (promote) the candidates with the qualities we | | 

A, eereryeDeeePbrrorrenrte (look for). The programme 10... (teach) the candidates the key management 
Skills they sill, Se ee (need) for the branch manager role. 
Over the past four years the company 12...................... (generate) 30% of new branch managers via the 
programme. It 13 ......................... (be) great for motivating staff and recently, it 14.00.0000... (attract) a lot 


of attention from training organisations. 


Complete the second part of the HR consultant's story, describing her worst business decision. Use the 
verbs in brackets in the past simple or past perfect simple or continuous. Sometimes more than one 
answer is possible. 


11....worked (work) for a large international hotels group before | 2... (go) into HR consulting. 

_ My responsibilities 3 .....00...000....... .... (include) organising company cars for raional training managers. 

. The training department 4...... en (need) to cut costs because we 5... (overspend) our 

_ budget for several years. Our training managers 6...................... .... (not use) their cars very frequently, so | 

| serene eee (decide) Ao start providing them with cheaper second-hand cars, even though we "= 
ge. (offer) them new cars previously. 
MOWweVversoon gn... ——— a (realise) that! 10......... rei eho ..... (make) a terrible mistake. We 
0 .. (receive) a lot of complaints from training managers and it 12 ........... (not help) our 
image when our regional managers 13 ............:..000. .. (arrive) at five star hotels in old cars. 
What 14 o.........ccc..ss0-.- W/learn) from this? Well, within a few weeks 115.00... (see) that we 
1 (lose) So much in terms of trust and respect that it 17.0.0... (not be).worth the 
money we 18.0.0... (save) | 


Complete this article about how computers have changed business using used to, be used to, get used to, 
would or the past simple. Sometimes more than one answer is possible. 


How have computers changed business? 


Nowadays, everyone 1....16..used. to. shopping (shop) online, but it wasn’t always like this. Thanks to the 
Internet, the business world has changed dramatically in the past few decades. Here are just a few of the ways: 


e Storing important data 2.0.0.0. (need) whole rooms of paper files. Computers have made 
information easily accessible. 


OAL Din ecsramenaa® (take) several accountants to do the kinds of calculations that we can now do quickly 
and easily using standard software. 


e Until the late eighties, communication 4 .............0000..8. (involve) either the telephone or writing letters. 
Email allows businesses to communicate instantly around the world. 


-@ Business people 5.0.0.0... (have) separate professional and private lives. They 6 ..............0.0000.. (never 
~ need) to be available or contactable out of the office. Wireless Internet and mobile phones now mean we 
| rr (be) constantly available —- even at home or on the beach. 
e Computers have also changed. In the early days of computers, only experts 8.0.0.0... (know) how to 
use them. Now everyone 9... (work) with user-friendly software. In fact, employers these days 
assume that office workers 10.0.0... (use) a wide range of programmes. 


Complete this article about newspaper publishing using the time expressions in the box. 


|ago already before earlier for In last never since When | 


ovate RRL NSIS HE AEDST NSS RS OOS EOE ssceeneetnieincssoeaiesectaoit 


Bad news for newspapers 


‘Regional news publishing is a very difficult business at the moment. I've 1 .... never... known a period like it/ 


said Craig Mitchell, who bought Eastern Courier Newspapers 2.................. year. 

Tina Staverton, who bought a Liverpool newspaper just two years 3 .................. , agreed, ‘It’s hard to be positive 
right now. 

FF ccwoeusicienss we bought the business, we knew that we would have to make hard decisions. But we didn't 
expect things to be this bad/ said Paul Shah, who has been the owner of The Southern Herald 5................... just 
six months. | = 


Although all three are successful and experienced businesspeople, they have all had to make savings in their 
publishing businesses. 


re January Ms Staverton said that her company had to cut costs by 10%, and in Bristol 7 .................. 
this month, Mr Shah’s management team held crisis meetings with unions. 


News publishing has experienced deep recessions 8 .................. and has cut costs to survive, but because staff 
numbers have 9 .................. been cut significantly 10............... ...2005, this time the future does not look very 
bright at all. 


The future 1 (be going to, present continuous) 


Read this extract from a conversation. 


Underline the verbs that refer to the future. 


Erm yeah, because I’m 
not leaving for Norway until 
Wednesday. 


The board meeting's inthe 
diary for next Tuesday, | think. =F 
Are you going to be there or not? ya 


Using be going to Choosing between be going to and 


A1 You can use be going to to talk about people’s plans, the present continuous 


intentions and decisions about the future. 
C1 There is often little difference in meaning between be 


I'm going to retrain as a web designer, but I’m not going to going to and the present continuous. You can use both to 
tell my boss yet. talk about future plans, decisions and arrangements. 
Where are you going to advertise the vacancy? Are you What are you going to do/are you doing after work? 


oing to put an ad in the paper? 
eee ae C2 You use be going to, not the present continuous, to talk 
People use be going to more in speaking than in about: 


writing. het | 
g e predictions about the future based on evidence. 


Going to is usually pronounced ‘gonna’ 
As . ha q We've got the plans for the new office. It’s going to look great 


A2 You can use be going to to talk about predictions for the when it’s finished. (not #tsteekng) 
future when you have some evidence to believe that 


something will happen, or when it seems obvious. e future intentions. 


A: Helen's got a problem with her PA. 


O It — we’ ing t ke budget. | 
EU OIE O0d- MUS gs AGRONMES ELT AGe B: Again? What's she going to do about it” 


It’s going to be a good year. 


Clients are not going to come to us if our fees are too high. e future states and situations with state verbs. 


A Don't use modal verbs after be going to. It's going to be a tough year. (not #s-beHg) 


Are they going to be able to raise the capital they need? or “ai See Unit 34Present simple and continuous). 


Can they raise... (not Arethey geingte-can-+raise) C3 You can use the present continuous to show that 


; : or arrangements are agreed or in place. 
We're going to have to spend more money on advertising. or g g e 


We must spend ... (not Weaegoingte-must spend) I'm getting the 7:20 flight to Brussels tomorrow and Jan’s 
2 meeting me at the airport. 


Using the present continuous to 


talk about the future 


You can use the present continuous to talk about future 
arrangements that are already made. It is often used with 
expressions of time or place. 


What are you doing tomorrow? Are you meeting Nigel? 


Next Tuesday morning I’m giving a presentation in the 
conference room at ten oclock. 


<A Write the questions in this article about writing a business plan using be going to. 


Writing a business plan 


_ Writing a business plan is the first step in setting up your own business. It is important to get it 
right to attract investors. Make sure your business plan answers these basic questions: 


1 What / you / do/ in your business... Wat, are you goung to do in your business. oe ? 
Be) YOU OCG Oe SiO VO Sy ie ots ace a tae das Pa eco eee Le ancl edo eh a eaten vng ER 4 
SS <a C e ANOME 4) SHOU NII 5 cts ne he caregrterme cnet a dencaesuies ote ycaaeat- va tiatleatenrsea cai e gaat your ated tee GauacoeetaegtaraRe ? 
+ VINO) Uy FeO BIROG MC IOM SEV ICC ices toons aso eee cs eae mcaemmiccgaamen states Onennemanetianandrd «rdnnanneraditvccner iia 2 
ie RN Ue coca wetness vratode vasitalaaossauaubenne Gaal avers dudoupsiienanaced,areagenenteeseeeaatiee ee q 
BO fe ay peer oo cs ind cictesinrs ora ci ariosn os earhenaerpemweaigln ded anteaeanabencayadgueniprahawieuteaasitpabaacbiteda cian eee ? 
“T. WAle inal! eur ect eay FONE NL 52a aca poss ppc totga ebeS gE SF Soin ca yots Savant aster dae cas ea antennas : 
a Why? customers} buy:/sOur PROGUCt AnG NOba CONPEMTON S w...ce:.--....6.cccecsescereceereesedessenssesteaventuveasarenndeenes ? 
9 How/ your competitors / react .......... eee RT ee nen en rey ear rt ree eee eee 
10... trey /4e@-ablé to} COPY OUP PFODUCTCASHY 1.,02cccccoccccncsscdgpeseacasroha.sstncesevo scan nvveseutestsvag,vamasisvanemiannsdaseelbouteecghe. i 


<A Complete this conversation using the correct form of be going to and a verb from the box. 


“4B 


) , : 

1.5,.90ng to be off work for a week. 
SARA: Oh no. That means that the launch of the new 

WOIDSITG D2 occccccccccccccccccessecscsseseevece on schedule. | 7 
ANISH: Yeah, WO 3 .........ccccccsccesseeseeeeseeneeees meet the deadline. === ee 
SARA: NO, SO WO 4 ooo occccccececscseecsesevecececeveee tell Peter, Bests 

al a ne ne ere it! 
ANISH: | know. Karen and 16.00.0000... cece the problem : | 
_ to him tomorrow. | 7 oo.......ccccccccccccccccseeceeeeees about it. | r oon | 

Be ee ee that it’s delayed. 2s 


Complete this conversation using the verbs MONDAY 25 APRIL 
in brackets in the present continuous. 
WASEEM: Hi Simon. What 1......4¢€. you. 40ung........ 8.00 
(you/do) today? Are you free? 
SIMON: SOFTY, | 2 ...ccccccccscssessesseseesessesees (go) toa aia 
meeting in five minutes. Then straight after 10.00 ; 
that 3 ooo. (give) a talk to Department meeting 
the trainees. 11.00 
Talk to new trainees - Room A 
WASEEM: Where 4..............::::ccceesereeees (you/do) 
that? | 12.00 1230 Joan (her office) — see new designs 
SIMON: ROQIN Ai 3: 2occcc.ccccseesvecwseereresens (you/come)? 100 rs} 
WASEEM: Sorry, | can’t. Um, what 115 Lunch with clients from Palgo 
BN rece i al rere (you/do) before lunch? , 2.00 250). citBinErdeneni nee 
PSION WTAND TF 5.55.65 c50- 0000 oancerks wi. (Show) me 
the new designs. Then the people from Palgo 
ite noe (come) for lunch. And 
then the new sales rep 9 o.oo... (take) 


me on some visits. 


WASEEM: Oh well, I'll catch you tomorrow morning, 
then. What time 10.00.00... (you/start) 
tomorrow? 
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<4 A-C Complete this conversation between two PAs 
who are planning a business trip for their 
managers. Use the verbs in brackets in the present 
continuous or with be going to. Sometimes both 
are possible. 


JUN: Did you look at the weather forecast for next 
week? Stephan always asks. 


EMILY: Yes, I'm afraid 1 it....5.g0ug to be (be) 
cold. But at least 2 it... eee: (not rain). 
JUN: What day do they want to travel? 
EMU: BTC scssiscccsctincncnencnsmmonangecerces (leave) on 
Saturday the 15th. — 
JUN: And when 4.000000 (they / 
come back)? 
EMILY: The 19th. The department 5 000.0... ee 
that. 
JUN: Do you want me to book them a hotel? 
EMILY: That’s OK. 61.0.0... cee eeeeeee (research) hotels this afternoon. 
JUN: OK. Are hotels in Frankfurt expensive, do you know? 
EMILY: I've no idea, but | guess 71 o.oo... eee (find out) this afternoon. 
JUN: They've already overspent on their travel budget. 
EMILY: | Know and 81.0.0... ee (have to) tell Chris this afternoon that 9 we... (not be 
able to) afford a five-star hotel this time. 
Ne SONG assess cccsccostnanesaselioanienee (you/give) me a ring with some options before you book? 
EMILY: Yeah. It’s only a week before the book fair too. 11 We've left it quite late, so it... ee (not 


be) easy to find somewhere. 
JUN: Well, 12 they ....0....: cee (travel) together, so maybe they can share a room. 


<4 A-C a If these questions are correct, tick (/) them. If they are wrong, correct them. 

Do you think that inflation is-rising next year? ....45..90mg to rise 

Are house prices going to go down in the next few months? ee. 

What's going to might happen to interest rates in the coming months? ......0....o ee 
Is unemployment rising in the future? ........0.. ee 

Ils your company having a difficult year next year? ......... ee 

Is it going to invest in any NEW areaS? ....... eee 


Do you think you're going to can change jobs next year? «0.0... ee 


on ao uN PF W NY = 


Are you going to get a pay rise or be promoted, do you think? .......0.. ee 


b Write answers that are true for you. 


(©) 9.1 Listen to a visitor from another country asking you the questions and reply with your 
prepared answers. 


Make it personal 


1 Write about four things you intend to do next week. 
2 Write about four things you have arranged to do. 


3 Make four predictions about your workplace next year. 


The future 1 (be going to, present continuous) 


workshops 


People often use be going to in presentauans wrarishoos es training sessions to organise what they say and to 
manage the activities. You can use be going to to: 


@ say what the talk or workshop i is about. 
Today I'm going to talk about three i issues facing the insurance ines try. 
@ say what you intend to do (or not do), 


In this second part of the session we're going to look at some case studies. 
This slide shows some definitions of marketing; I'm not going to read edie all out. 


e explain an activity that the participants are going todo. 


Now I'm going to ask y you to get into groups of four/| pairs. 
You're going to see three pictures. Later. beets re going to tell r me the one en remember best. 


e end the session. 
Now |'m going to stop tee Bae: anyone eae any questions or commen ts? 
You can use a what-clause with be going to to introduce topics or set up activities. 


What we're going to look at today is two aspects of advertising. 
What I'm going to do now is give you all a handout with seas onit. 


B> See Speaking strategies ae | | 
A be going to is one way a managing talks and | presentations. You can also use other expressions. 


I'd like to discuss these slides. Let's have qd look at the main issues. 
I want you to getintogroups. —§ Canyouallfinda partner for the next activity? 


B> See Unit 10 Business talk (Organising presentations and workshops 2). 


Look at these slides and notes from an HR manager's presentation. Complete his spoken prarentation 
below using phrases with be going to. 


Three types of 


Effective Questioning questions 


interviewing ., techniques © open-ended 
e self-evaluation 


e preference 


Practice activity 1 


: give handout, 


Say what | want tolook at/ | - ack participants to get into 
talk about 7 “pairs 


Say what | want to talk 1 Zs . ; 
about y what | want to focus on 


- ask for volunteers 


Good morning. Thank you for being on time. OK, so let’s get started. 1... Wat.’ going to talk about 
today is effective interviewing and interview techniques. In particular 2 ..............0..0.0.... different questioning | 
techniques, or in other words, different types of questions that you can ask the candidate. 3 me | 
three types of questions. First, open-ended questions — these are questions that begin ‘How ... é 1 Why ws OF Can 


you tell me about...?’ Second, 4 0.0... self-evaluation questions, which ask the candidate to evaluate 

him- or herself. Then 5 ........:cecccee preference questions such as ‘What do you like or dislike about your 

current job?’ 

OK; $0 riow 6........c.seseageen is give you all a handout, and in a moment 7... & ... you to get into pairs 
~ and decide who is going to be the interviewer and who is the candidate. First though, 8 pentane fee tOr 


volunteers ... 


Make it personal 


Imagine you have to give a presentation to a new boss about your work. Design three simple slides and 
-write out your introduction, using phrases with be going to. 


The future 2 (will, shall, the present tense) 


Read this press release. 


Which verb forms are used to talk about the future? ik: 


The Minister for Enterprise tomorrow /aunches the Youth Enterprise 
Campaign. lt is providing a programme of events over the ie 
year aimed at young entrepreneurs, including a sp 


businessman Ewan Richards, who will talk about his recent £4.2m 
acquisition of VX Communications. 


“@ See Unit 1 (Present Simple), Unit 2 (Present continuous) and Unit 9 (The future 1). 


Ay Forming the future with will 


‘asa LOCAL LULL AIELLO TTA SUMMARY LOYOLA SUITOR OLR LM AROMA OM LYELL 


| + | /You/He/She/It/We/T. They‘I/will be ( be OK. 


WOASTLLISLLY ALLO MAY OLE CORLODSALLSLLCASELLAYAD BLAU LEE RCELEAODLU PULROOOOLULRALEE 


LHL LLL SLL G LMI UA YAOVAIPULIMLL OLLIE PIAOYA 


q 


| - |INo /You/He/She/It/We/T. They will villnot/w won tl be OK. 


i 
| 
| 
hr 
- “Will V/you/he/she/it/we/they be be OK? — 


| __| When will I/you/he/she/it/we/they be there? _ 


ai 


4 Using will to talk about the future 


B1 You can use will when you decide to do something as 
you're speaking. 


[Telephone rings] /‘Ilanswer it... 
call you back later. 


Sorry. She's a bit busy. She'll 


B2 You can use will to talk about future facts or events you 
think of as facts. 


This company will be 100 years old in September. 


B3 You can use will to make predictions based on personal 
opinion. 


We probably won't get next year’s budget ready on time. 


B4 People often use think and expect + will in statements and 
think + will in questions. 


A: Do you think we'll reach our targets? 
B: Yes, |expect we will. 


In negative statements, people use not think/expect + will 
rather than think/expect + won't. 


| don't think he'll arrive before 9:30. (not Hhinkhewent 
ative) | 


Using shail as an alternative to will 


C1 You can use I/We shall/shan’t as alternatives to //We 
will/won't, but they are much less common. 


| shall be late to the meeting, I'm afraid. (| will be late) 


C2 You can use shall in questions with //we to make 
suggestions or discuss possible plans. 


Shall | look at your report after lunch? 
B See Unit 14 (Modals 2) for other uses of shall. 


D1 


D2 


E2 


Using the present simple to talk 
about the future 


You can use the present simple to talk about schedules 
and timetables. 


The meeting starts at 9:30. When does your flight land? 


You can use the present simple (not will) to talk about 
future time after when, until, before, after, as soon as and 
once. 


I'll let you know as soon as hie arrives. (not when fet ertve) 


When you leave this evening; please turn the lights off. 


(not HhesyouwHesre) 


3 Choosing which future form to use 


You can use will or be going to to make predictions. Use be 
going to for predictions that are based on evidence, and — 
will for predictions that are based on personal opinion, or 
are quite general. 


A: Look at the time. He’s going to be late. 
B: Don't worry! He’ll be here. (this is my opinion) 


Do not use will to talk about existing plans for the future. 


Use be going to or the present continuous. 


E3 


I'm going todo/|‘m 
week. (not Hw#tde) 


doing a presentation in Vancouver next 


You can use will and be going to (not ie present 
continuous) with state verbs. F 


Hopefully our customers will like / are going to like ournew 
campaign. (not euteustemer-aretiking) 


> For more ways of talking about the future, see Unit 11 
(Future continuous and future perfect) and Unit 12 (Other 
ways of talking about the future). 


<4 A-C 


<A, B2,D 


How bad 1....'6...9omg. 0. get... (it/get)? 


All the evidence suggests an economic slowdown. Interest, inflation and energy costs 2.0.0... eee (rise) in the next few months if 
current trends continue. It’s obvious we 3.0... ...... (find) things tougher. 


So how 4 


ie Rlerceeee (small businesses / be able to) survive the worst? 


Three managers are meeting to decide how to celebrate their company’s centenary. 
Complete their conversation using ‘Il, won't or shall. 


RICHARD: OK, so the company 1 __.tk.......be 100 years old in March and we need to find a way to celebrate it. 


MICHELLE: 2.....c.cscseceseeseeeeeee we have some sort of party for all the staff? 

THORKILD: I’m not sure. Do you think we 3 ................05. have the budget for that kind of thing? 

RICHARD: Well, we 4.0.0.0... get a finalised budget before next month, but | don’t think it 
Br eee be a problem. 

THORKILD: Right. We 6.0.0.0... have a party, then. Apart from staff, who 7 0.0.0. we invite? 
It would be good to get some VIPs or a guest speaker. : 

MICHELLE: Nice idea, although | hope we 8........................... find it difficult to get someone interesting. 

THORKILD: Yeah, good speakers can be hard to find. And what about lunch? 9.0... we use the 
visitor's dining room? 

RICHARD: OK, but 10...0000..... ee. we hire some caterers to do a special meal? Now, can we leave the rest of 
the details to you, Thorkild? 

THORKILD: Sure.1117 00000. prepare a draft plan and we 12............... nas meet again next week to. 


finalise the plans, OK? 


Complete this email to staff about the company’s centenary celebrations. Use the verbs in brackets with 
will or in the present simple. Sometimes both are possible. 


PAA Ht RASA 


Yo: All managers 
Suiect: Centenary celebration 


PAA MAR DIOOD LOMA AL MLE TIAA RSRELDIOLRNOD HY NY DeLOREID ei lLDSSEDOSTODE LDA LORD TOTO EOREOAML OEY DORDEDOEN IBY SDL DDL PO OLIGO A MERAY R oe DB LSMCORIO 


1...wul be. (be) responsible for looking after one of our VIP guests during the day (see attachment for details). 
Outline of the day’s events: 


Ms Wulff’s train 13.0000. (depart) at 17:00. 


LALLA AAAS ORLLEAD IIS ORLISELI BOYES SLDYI OOP LLL LADADOLL ELD MAL WPADDSESELLETL IAAL RASBAEAEPLLMEPTDSEISCLPOLLLLLLO DLLME? OSELPMOLMOREDLRELADAL HAL SLLAOA DY LLPEALLADACLDSLLSELL MELB LDESMALLSLLSAYEMEELISLLI ALE BSOUA AURA SCAA LEY AAO DS LLEASLLLDAPOASLLI ALLEL CLAELIESLI ALISA EADAAEL AAAI BLDOEDSCLD ALLL SLAAMIDEALE SELL ADESLDEPLADADCORALL OLRM EESCLOLIMAO MOI de om 


Gabriela Wulff, the guest speaker, 2.000000... (arrive) at 11:00. Ao: (meet) her in the foyer 
and take her to the conference room to prepare for her speech, which 4......... eeecue ete (begin) at 12:00 and 
Seo ee a eee ee (end) at 12:30. Before she 6 .......00....0., (arrive), please take your VIP to the main meeting 
room | 
After Ms Wulff’s speech, you 7 ............. ee (take) your VIP to the visitors’ dining room for lunch, but you 
Bee eer (not eat) with them because of the limited space on the VIP table. Staff 9.000000. (eat) 
together in the canteen. 

PLUNCH 10 occ ccceceeeercee (last) from 13:00 until 14:30. 

| In the afternoon from 15:00 to 16:00 there 12.00. (be) a tour of the company. 

| | 

| 


YAACL IA LSALECAE BEATA EALI LLIB EDOLDIYLLLLLL URL APPRIALIAL EM ISRP IL LOMEL DDRII 


Complete this blog about the impact of an economic slowdown on small businesses using the verbs in 
brackets with will or going to, or in the present continuous. Sometimes more than one answer is possible. 


First, take a good look at where your business might save money. How much unnecessary business insurance do you have? If you're self- 
employed like me, then | don’t: think it 5.0.0.0. (be) worth paying for unemployment insurance. You're the boss: you 


other money-saving ideas and | recommend you do the same. 18.0.0... (let) you know what advice she has in my next blog. 


Another thing you can do is check any spending plans you have. The Central Bank 9 oo.e.ccscccsccesseesseee (probably / put up) interest rates at 


the end of the month and | don’t think we 10 ..............0....000.- (have) a rate cut for some time. 


The most important point is that there isn’t a recession yet. Forecasts suggest that the economy 11...................006. (grow) by 0.5% over the 
next six months. There is no reason to panic. 12.0.3... (you / survive)? There’s no reason why not — it’s in your hands. 


| 
| 
aeons (probably / not make) yourself redundant! | 7 .......................... (see) a financial advisor next week to see if she has any 
| 
| 
} 
| 
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<4 A-E 


ET Sue is discussing arrangements for a new project with her manager, Terry, before he goes on holiday. 


Underline the correct words in italics in their conversation. Sometimes both are possible. 

TERRY: | just wanted to check everything's OK before the new project 1 starts / will start next week. Have you 
got any last questions for me? 

SUE: Only one. | just wanted to confirm where the team 2 will sit / are going to sit. 


TERRY: Well, as you know, the maintenance department 3 rewire / are rewiring this office from Monday, and 
they think it 4 ‘Il take /'s taking at least two weeks. So why don’t you use my personal office while I’m away? 


suE: Oh? But we 5 ‘lil need /‘re needing enough room for four people. | don’t think your office is big enough. 
TERRY: Yes, you're right. You 6 ‘re having to/ ‘ll have to find somewhere else. Can | leave that with you? 


SUE: Of course. Now, regarding the team, as you know, | 7 ‘i meet /’‘m meeting John Maybury from Marketing 
and lan Childers from Logistics tomorrow to confirm their availability. 


TERRY: OK. Remember that this project is still confidential. People 8 will ask / are asking questions sooner or later, 
but try not to say too much about it. When you 9 meet /‘re meeting John and lan please remind them, too. 


suE: Don't worry, | 10 won't forget /‘m not forgetting. 
TERRY: Is that all, then? I'm afraid my flight 11 leaves /is going to leave in three hours so | need to rush. 
SUE: That's it, yes. | don’t expect you 12 ‘Il miss /‘re missing the office while you're away! 


<4 B-E a. Write sentences using the verbs in the correct form. Then match the questions (1-8) with the answers (a-h). 


1 What time/ your office / open / tomorrow a No, / our sales so far are poor so / we 
morning? probably / not hit / our targets. 
_..What..me. does. your.office open \ lcacececeseecevecesteveveeescaceevetseseevecseseeseecseeeseneen 
. PAMOWTOW MOMNUNG Soo ccc cece eens 

2 What / you /do/ first / when / you / arrive b No, but/1/ make /a presentation to 
/ at work tomorrow? the Board on Tuesday. 

3 How old / your company / be / this year? c  It/open/at7 oclock. 


SS i i: i ee en i es 


4 What / you / expect / happen / to your d No,/1|/expect/|/ spend / more time 
salary next year? at work than last year. 

5 you/ chair / any meetings this week? e It/be/ 42 years old. 

6 you/ think / it / be / a good year for your f 1|/think/it/ continue / to rise. 
business? 


ee i eo ry 


7 What / you / think / happen / to 3 
unemployment in your country this year? 


| / not expect /I/ get /a pay rise, 
unfortunately. 


i ee ee ee ee 


ee 


ee 


Make it personal 


Make three positive and three negative predictions for the next 12 months. 


The future 2 (will, shall, the present tense) 


Bakehee: 2 


<@ See Unit 9 for using be going to in presentations. 
People often use will to organise what they say in presentations, workshops and training sessions. You can use will to: 
® give information about the content. 
My talk/presentation/session will focus on our company’s advertising. It will cover four main areas. 
@ give information about timing. 
My talk/presentation/session will take about half an hour. | won’t take up too much of your time. 


e structure the session. , 
In the first part, we'll look at our latest advertising campaign. Then, I'll show you / outline the results. Finally, 'llsum up 
before making some recommendations for future advertising strategy. 
® deal with interruptions. 
lll come (on) to that (point) later / in the next section. 
I'll go/come back to that (point) in a second. Is that OK / all right? 
® invite questions. 
I‘llbe happy/pleased to answer / I'll answer any questions at the end of my presentation / now. 


Read the speaker's notes for a presentation 
about her company’s online sales strategy. 
Complete her presentation using will and 
a verb from the box. Sometimes more than 
one answer is possible. 


Online sales strategy (45 mins) 

| why we needed a new website. 

2 who designed the website 

3 technical problems we had 

4 online sales so far 

5 recommendations for future development of the site 


acs ae | 
answer cover dealwith foeuson | 
lookat outline show sumup 


make take © questions 
My presentation 1....wul. focus on... our online sales strategy and 2............... vss. five main areas. 
eee A about 45 minutes. In the first part We 4.0.0.0... why we needed a website. Secondly, 
5.20 you who designed the website. Then, 16...........0...0..005 some of the technical problems 
we had. After that we 7 ..............ccece the online sales so far. Finally, it: Jee ere ora ate ee a! 
some recommendations for the future development of the site. 110................ seers ANY questions at the end of 


my presentation. 


(S) 10.1 Listen and check your answers. 


During her presentation the speaker was interrupted several times. Write answers to the questions using 
z an expression with will. 


1 DELEGATE: (during section 1) Sorry to interrupt, but did you have any technical problems with the website? 
SPEAKER:....| UL come back to that point later. (s Haat OK? oc ccccccecsseessseereeeeeeees pop LS, om, ae 


2 DELEGATE: (during section 4) Can | ask if you have any recommendations for the Future 
SPEAKER: .........-...-astunsttshene nan nj SE Re ot eacsseran wie SD Be eee OS ela eit 


3 DELEGATE: (during section 5) Excuse me, but can you tell me again how you found the ° designer? 
SPEAKER: ......-10-ee0ct¥000 Stet cities gn ano ee ee FOE ore ents Ri eh con a he arr 


4 DELEGATE: (at the end of the presentation) Can | ask a question now? 
SPEAKER: .........s-cecerseivvwussuncailca)sjieseHOUs lh ek ane lees tiniest rs ee nn Ne Macrae eye peeriqr ss Syrssyr ce ereiae iran cerer ses seeey tees | 


Make it} 


Using will and be going to, prepare the introduction to a presentation about your company’s strategy for the 
next three years. 


Future continuous and future perfect 


Read this Careers Service advertisement. 


ARE YOU A BUSINESS GRADUATE? 


a Which actions are in- progress during the fair? 


Come to our Careers Fair on 12 January at the LIC Centre, 
where 250 employers wil! be looking for new recruits. 
They ‘// be asking for CVs, so don't forget to bring yours. We 
guarantee you'll have found a new job by the end of the fair! 


b Which action will finish before the énd of the fair? 


ny Forming the future continuous 


| Ai/will be staying there next week. 


= | Nou/Hle/She/lt/We/They | 7 —< 
__| won ‘t/will not be staying there next week. : 


| be ‘staying next week? 
== | /you/he/she/it/we/they i 


be staying there next week? 


Owe shall/shan't are also possible but much less common than will. 


<@ See Unit 10 (The future 2). 


Using the future continuous 


B1 You use the future continuous to talk about an action in progress at a specific time in the future. 


Ill be going through the financial reports this afternoon. going through reports 
| SS Seas 
— 
Now = This afternoon Future 


B2 You can use the future continuous to talk about events that are planned or decided. The meaning is similar to be going to. 
‘ll be meeting the new team later this month. (I’m going to meet) 


B3 You can use these time expressions with the future continuous: all night/week, at 6 pm, for the whole month/year, this time 
next week, during/in the next month, this week, tomorrow, soon. 


Ill be leaving at 4pm today. We'll be closing for the whole month for refurbishments. 


Forming the future perfect 


| ‘Wwill have finished by 6 pm. -! 
won't / will not have finished by 6 pm._ 


: | have finished: ? | 
| have finished by: 6 pm? ? | 


eo toner CoO OO EERIE III 


Using the future perfect 


D1 You use the future perfect to talk about an action that you think or predict will happen before a specific point in the future. 


ll have written the report by 2 pm. finish writing the report 
A 
—_—S—_oqx- 
Now 2pm Future 


D2 You can use expressions with by to show when you expect the action will be finished (e.g. by 5 pm, by next week). 


By the end of the year, net profits will have risen from £20m to an estimated £50m. 


<A,B 


<c,D 


<4B,D 


Ey Complete this conversation between two 


colleagues using the verbs in brackets in 
the future continuous. 


SIMONE: Are you OK? You're staring into space. 

KARL: Sorry, | was just daydreaming about my 
holiday next week. | can't wait. This time 
next week 11... be. flyung_. (fly) to Mexico 
with my wife. 

SIMONE: Wow, that sounds great! Where 
be siiciemtemsvicivsanser, (YOU/StaY)? 


eA Ik Fi! , 
PB OSS 


KARL: We 3.......................... (stay) with some 
friends near Mexico City for the first week, 
and then in Cancun for the second. 


SIMONE: And do you have any particular plans for your trip? 


KARL: Yes, We 4 .....0.2..0.............. (do) a lot of sightseeing. Our friends 5.0.00. (take) us to see the 
Mayan pyramids — Palenque, Chichen Itza and places like that. I’ve always wanted to see them. 


SIMONE: Yes, me too. Lucky you! And what are your plans for Cancun? 


KAR: Well G 223 oes (try) lots of different water sports, but my wife 7... ....... .........(not join) me. 
She prefers sunbathing! 


SIMONE: Well, 18 ........................., (think) about you while I’m stuck here working. I’m so jealous! 


©) 11.1 Listen and check your answers. 


Complete this conversation using the verbs in the box in the future perfect. 


achieve announce aspomt choose have join notmake start 


SARA: 1... Wu you have appomnted . (you) the new manager by the end of the week? 


GERARD: Well, the final interviews are this afternoon, SO We 2.0.0... a decision by the end of the day, 
DUTT mM SUE WE 3:2 jes someone by tomorrow lunchtime. Then if we offer them the post tomorrow 
afternoon, | expect we 4...........................a reply from them by Wednesday or Thursday. So if they accept 
quickly, then | hope we 5 oo... the appointment by the end of the week. 


SARA: | hope they 6...............0..000.... working with us before the busy summer period. 


GERARD: Don't worry. They'll probably have to work three months’ notice maximum in their old company, so 
ING Y: 7 eee seer us by April at the latest. But remember we mustn't rush this. The most important thing 
is to find the best person for the job. What 8 |... (we) if we appoint the wrong person? 


A manager is talking to his team about the business plan for the next year. If the verbs in italics are correct, 
tick (/) them. If they are wrong, correct them. 


I'm pleased to announce that we 1 ’// be making several key changes over the TV Bice vee 
coming year. The good news is that we 2 ‘// have opened three new branches 2 Ube. openung 
this month. We 3 ‘also have transferred our head office into new premises by 3 Rumesreenicceaone 


the end of December so that we'll be ready to do business from there from 
January. As many of you know, by the start of the new financial year the accounts 


department 4 will have introduced a new purchasing system, which we hope ar 

will improve efficiency. We 5 '// also have taken on between 50 and 100 new staff 5 

during the next four months to help cope with the extra work. 

We 6 '// have published more up-to-date guidelines on working practice in the Chee eee, 
next few weeks and | 7 ’// be checking personally that these are clearer and 7 


easier to understand than the old version. Despite the extra costs some of these 
changes will incur, | confidently predict that by the final quarter, the company 
8 will have exceeded budget for this year. Thank you for all your hard work. Sey eee treet 


17 


<B,D Complete these conversations using the time expressions in the box. 


eerie eateries beet tenis nth eeemenera liners th torn Sorrento  iin gp neme mann Cin 


‘allnight bylunchtime bythe end ofthe month by then | 
by thistimretrext week for the whole week inafewminutes tomorrow | 


1 


SEEN ANNAN OHI ONENESS A NBA NEST TID SESE AANA STDIN OHSAS RSNA NON SANEEONN 


A: The results of the tenders come out in the next four or five days, don't they? 
B: Yes, we'll have heard if we've got the contract ....by. tus. tume. next week 


ee tee ee ree ee eee ee eee ee ee 


A: We're really low on paper and we have to print the new brochures off by lunchtime tomorrow. 
B: Don’t worry. The new supplies will have arrived .......000000000.c ee , 


A: Do you know when our new computers are being delivered? 
B: Well, I'll be talking to our IT department... ee so I'll ask them then. 


A: The deadline’s tomorrow, so I'll be working ..............0.0cc eee . I've no idea if I'll get any sleep. 
B: You poor thing. Well, hopefully you'll get some sleep tomorrow night! 


A: Hurry up! The meeting will be starting... ee 
B: OK, I’m just coming! 


A: Did you know that Simon has got five interviews in the next two weeks? 
B: Yes. Hopefully he'll have found a new job |... cee 


A: I'll have finished reading your report... eee . Will you be free to discuss it this afternoon? 
B: No, I'm afraid | have a meeting. How about tomorrow morning? 


8 A: From the 21st to the 28th you can contact me at the Radisson hotel. 
B: Ah, OK. So you'll be staying there ........0..0. ee ; 
<4 A-D -y Look at these notes for a presentation about making a company more environmentally friendly. 


Use the notes to write sentences from the presentation. 


1 


20 Jan: Meet representatives from the environmental group Go Green 


Ce 


Cee e mm eee Hae E Hew Ee HET EEE THERE TEER OPH E EE EE EERE RED SE THERE EERE SEE EHH EEE EERE REET HEHE EEE E EEE EER EERE EERE EH EO HEHE REE EE EEE REDE E REO E HEHE EERE Ree HEE EEE MEER ORR RE DERE HEE HH EERE REESE HEHEHE ES EONS 


Ce 


Oem eee mh amma ee Hee Reem teen me REE EHR EH EHH DEES E TEE HH SESH HEHEHE ETE E SESE HEHEHE SHEET ERE EE HEHEHE RET EE EESHE HEE E EDR E SEE H HHH EHH E EHO EERO EHH EHH HEHEHE HEHE OHO ERED HEHEHE RHEE HSH HET HEE HEHE EEE R EE OEE 


eet ew rere ere ee mH EOE P EE HET HEE EH HEHEHE THEO EET HEHEHE HE OEE ETH E EE EEEF HHH EES EE EHSEE HEE HE HEHE HHT HHH ROE E RHETT HOHE SHED HEHE SHH HOHE HEE HEHE SETHE SHH HOE H Ee EHO OHHH HR EOE eH E THEE HEHE HHO HEED EE HEHEHE EEE EHH OD 


Oe ee OH OHO HH ERE EH EEE REE HOE EO HEE EEE EH Hehe HEHEHE T EH ESE EES EHH EEE REESE HEHEHE EEO ERE RHEE HHH ETH SHES ESSE HEHEHE OHHH OE ETH THES EHO EE HEHE SHEP HSH HOH SHEE HHH HHH HOH HEE HER EH HEHEHE EEE EEE EH HOHE SEE HEH ED 


DOM ee hmm O Oe ET OE HBO EO REET EEHO ORO SEE SERRE EEE ES EMOTE EOE REE E EET E THEO EEE ERR RE HER ER EEE SOE EEE SHOE ERD E HEHEHE OE EEO EE EEE HEHE EES HOES H HSE EEE EH EH HEE EERE HHH EHR ELE HEE HEE EE ERE ERE E HEE EK E HE HR ESE ROO HEE 


Make it personal 


Answer these questions. 


What will you be doing this time next week? What will you have achieved at work by the end of the year? 
How many phone calls will you be making tomorrow? 


Future continuous and future perfect 


i ieee Pei Sea fer jaan. Sa 
: gt techn s) a ‘ 
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: Using 4 the Future continuous to 
be polite 


You can use the future continuous when you want to soften questions about the future and make them more polite. 


Direct question More polite question 


When will you come back? 

Do you want me to pay now? 
How are you going to the airport? 
What are you going to do here? 


When will you be coming back? 

Will you be wanting immediate payment? 
How will you be going to the airport? 

What will you be doing during your time here? 


oO Will you be wanting/needing ...? are quite common, especially in the travel or hospitality industries. 


Will you be wanting someone to collect you from the station? (person expecting a visitor) 
Will you be needing any further information about our product? (sales person to client) 


Write polite questions using the future continuous. Then match the direct questions (1-10) with the polite 
questions (a-j). 
1 Shall | give you the money today or tomorrow? a you/want/ to use the sports facilities? 


i i ec eC a a ee ee ey 


2 Do you want to pay cash or by credit card? b How/you/ pay? 
3 Will you be here for one night or two? ¢ you/need / anything for your presentation? 


4 Do you need any equipment, tea and coffee, 
more chairs, etc. for the talk? 

5 Do you want us to telephone you at seven? 

6 Do you want to visit the gym? 

7 What time will you get here? 

8 Do you want us to bring any meals up to you? 


9 Are you coming by car or train? 


10 What do you expect to do while you are in 


London? 


you / want / room service? 


WROTE THE RHEE THESES ECHOTEE PA CHEEE RCH ERE TFEH EERE H TENE DERE H DRO HEE HEEASS 
ee ee re ee ee ee ey 


Pe Pah eP be HERR EES RTE ETE Se SEK HRT H ERE H EERO TD OECEHRE RHEE HE OR ORE DH RHEE ERE 


you / need / a wake-up call? 


What / do / while you are in London? 


ae a i ek ok eo ed 


ee ee ee ey 


Think of situations at work where it would be important to soften questions about the future, 
Who would you be most likely to use softened questions to, and why? + 


Other ways of talking about the future 


Read this business forecast. 


Which expressions refer to the future? 


ee 
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Manufacturing employment is expected to decline, and the car industry is set to see the biggest decrease. 
Inflation is likely to rise because of increases in the world oil price. 


Al 


A2 


A3 


A4 


AW Likely and unlikely 


You can use be/seem + likely/unlikely + to-infinitive to say 
something will probably happen or not happen in the 
future. 


Economic recovery ts likely to happen slowly. 
Is Anna likely to visit us during the coming weeks? 
Interest rates seem unlikely to rise over the coming year. 


| Instead of unlikely, you can say not likely, but this is 
less common. 


The Extraordinary General Meeting is not likely to take place 
before December. 


You can also Say it is/seems likely/unlikely that ... + will. 


It’s likely that Carlos will lose his job at the end of the year. 
(Carlos is likely to lose his job) 


lt seems unlikely that our internet sales will increase rapidly. 


oO It is/seems likely/unlikely that ... is less common than 
be likely/unlikely to. 


You can use adverbs before likely/unlikely to make their 
meaning stronger or weaker. 


weaker ame stronger 

quite likely very likely most likely 

rather unlikely very unlikely highly/extremely 
unlikely 


The economy is very likely to slow down in the second half of 
the year. 

| think it’s highly unlikely that we'll take on any new projects 
this year. 


You can compare how probable different things are using 
likely/unlikely with as ... as, more, (the) most, less and (the) 
least. 


The UK is as likely to suffer a recession as the US. 

Are shoppers more likely to buy clothes online in the future? 
The north-east region is the least likely to grow economically 
compared with other regions. 


B> See Unit 31 (Comparisons 1) and Unit 32 
(Comparisons 2). 


Other expressions for talking about 
the future 


You can use the present tense of be + about/due/ 
supposed/expected/set + to to talk about things that 
people know or believe will happen in the future. 


e beto=something will happen in the future (formal, 
more common in writing) 


The European Union is to introduce new health and safety 
regulations in the coming year. 


e beabout to = something will happen very soon. It is 
not normally used with a time expression (e.g. a date 
or time) 


The company is about to launch a new range of sports 
Clothing. (not ts-ebeuttetaunchrextiveek) 


e be due to = something is going to happen at a 
particular time or date 


Several major companies are due to announce half-year 
dividends next week. 


e besupposed to = someone intends to do something or 
something is intended to happen 


Sara is supposed to arrive from Mexico later this week. 
Do you know which day? 


e be expected to = people believe something will happen 
Transport costs are expected to rise next year. 


e beset to =the conditions at present mean that 
something will probably happen 


Dubai Airport is set to become the world’s largest airport. 


‘4 Talking about the future in the past 


You can talk about things that were planned in the 
past but did not happen using was/were going to or the 
expressions in section B with the past tense of be. 


Hongyin was going to / was supposed to /was due to give a 
presentation last week but he was off work with a cold. 


<4 Al aS Rewrite the words in italics using (not) likely / unlikely to. Which sentences are true for you or in your opinion? 


1 February will probably be a good month for us.....6. ukely to be 


Will next week be a busy one? ............. ee. 


oo oN A UN ff WwW NN 


ani 


| probably won't be promoted this year. .............0.0.0.06. 


Our company will, we expect, begin developing a new website before the end of the yeak. 0.0... 


We'll probably make more conference calls later this month. ................. ee 

Will anyone need the projector during the next few days? ............0... 

| probably won't finish everything | have to do by Friday. ..................... “i 

More countries will probably enter the EU over the next ten years. «0.0.0... 

Customer needs are probably not going to change much over the coming yeas. ...................06. 


Electric cars will probably become the most popular way to travel in the next ten years. 0.0... 


<4A2 4 write predictions based on the information in these diagrams and the words in italics using likely/unlikely 


that. Then write one more prediction for each diagram. 


Digital camera sales worldwide 


116 
114 
1i2eF 
110 

108 +: 
1064 
104 + 


Units in millions 


2013 2015 2020 
year 


2009 2011 
1 digital camera sales / continue / grow 3 


Ce Cee Co i CS Se ek i a ee ee ce 


Ce ee i ee ee ke a ce ey 
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millions 


2004 =«-2015.~Ss«2025.~S—«2050 
year 


5 the population of the EU/rise/to470m by 2025 7 


Ce ec eS 


6 the population of the EU/continue/to rise after 8 
2025 


Ce as 


2015 
(predicted) 
398 


2007 


212 


er ee er ery 


Ce 


Ce 


% of UK households with 2 cars 


i 


2010 
2015 | 
$ 2020 | | 
> i 
2025 
2030 | 


% 


more than 25% of households / own / two cars in 
2020 


er ey 


car ownership / decline sharply / over the next 20 
years | 


12 


sed A3 Write sentences using the correct form of the verbs. Add an adverb (quite, rather, very, highly, extremely, 
more, least) in the gap before likely or unlikely to show your opinion about the probability. 


iy MOPED ac Suc, unlikely / that / humans / travel / beyond the solar system in the next ten years. 


i i.) i Oe ee Oe i i er ic 9 i rr i ce ee eC rr i rr ar er rr oe 2 ee 
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<B [Underline the most suitable words in italics in these economic predictions. 

Ro-Steel is set to /is due to become the world's largest producer of steel by 2020. 

Eco-tourism is supposed to /is expected to continue to grow over the coming decade. 

NX Radio is about to /is expected to launch a sport-only TV channel. It will start broadcasting this Friday. 
The government is to /is due to raise the tax on diesel fuel from midnight, it was announced today. 


Patora City is set to /is supposed to have the world’s biggest golf course. It will open two years from now. 


a uu bh W N = 


The fashion industry is expected to /is to grow by 20-25% over the next year, analysts predicted today. 


@A-C Find and correct three mistakes in each of these emails. 


| ER tie commit i Gc a i eer 
Dear Jerome,,. | 
0 | | Hi Julia, 
| know you're not likely yeu read this email before 
, : . As you know, Hugo is due arriving from Atlanta later 
tomorrow since you’re travelling today, but as we’re about 
sending the brochure to the printer’s, | wonder if you could | today and we were supposing to meet him tomorrow 
just.take a quick look at it to see if it’s OK. | going to ask | at 10.30. However, I’m double-booked for the | 
you before you left but | forgot — sorry. (| attach the PDF | morning so could you look after him till lunchtime? | 
version of the brochure.) | The meeting I have to go to is expect to finish | 
Have a good trip around 12.30, so I could be with you at about 12.45. | 
alaiee | Thanks, 
L Gregorio | 
a i 


Wr ite a sentence about ea ch of these. | 
F mething y ou were going to do or were supposed to do recently but didn't 
b> something that is due to happen at your workplace 


¢ something that is set to change at your workplace 


Other ways of talking about the future 


~ Business talk: Future time expressions 


a 
a 


Here are some time expressions for talking about the future that are often used in business. 


going forward and looking ahead 


The company sees excellent opportunities in e-commerce going forward. (starting now and continuing into the future) 


Looking ahead, the hotels advance bookings for the summer are very good. (looking into the future) 


fe) Going forward is especially common in business situations but not in everyday, 
non-business conversations. 


In the near/immediate/foreseeable future 
Intense competition will continue in the electronics market in the foreseeable future. (as far into the future 
as you can imagine or plan for) 


There is no sign of economic recovery in the near/immediate future. (soon — immediate future usually 
means sooner than near future) 


[O) In the near future is much more common in business contexts than in the immediate feinure. 


In the short/medium/long/longer term 
I don't think there'll be any improvement in business in the short term. (for a short period of time in the future) 


Autodal International plans to double its production of cars in the medium term. (for a medium period 
of time in the future) 


Space tourism is expected to grow in the long/longer term. (over a long period of time) 
ro) In the long term is more common than in the longer term. : 


Complete this conversation between two fund managers talking about future growth in their sector. 


Use expressions from the presentation to mean the same as the words in brackets. 


LYDIA: Andreas, what do you think growth is likely to be in your sector this year? 


ANDREAS: Well, low interest rates are expected to stimulate consumer confidence by the second half 
of this year, so we're pretty optimistic 1... Me. medium term (over a medium period). But _ 
: rere nn .sssssssusenees (for a Short period of time) | think we'll continue to see a slight drop in the 
market, and 3 .0............csc:.seaieeines ieee (in the period of time nearest to now) | think. we need to continue 
to be very careful to minimise risk for investors. | 


LYDIA: And what about the general financial picture 4.0.0.0... ceeeeseseereeeeertenee (as far into the future as 
you can see)? What's your view? 


ANDREAS: Well, after a difficult start to the year, | think that things are likely to improve 


DF issiet atsetencene tin a (starting now and continuing into the future). And actually, 
nn eo ... ooking into the future), there is every reason to be optimistic about the 
general global situation. 7 ............ BEA no onary ae (overa longer period. of time) it’s harder to predict, 


but I’m hopeful that the situation will continue to improve. 
LYDIA: Well, it’s good to hear that you're generally optimistic. 
ANDREAS: Yes, | am. 


12.1 Listen and check your answers. 


You can search online for texts about the future. For example, search for ‘business forecast’ and ‘going 
forward’ and look at some of the results. Try searching for some of the other expressions presented i in 
this unit. 


Read this conversation between two colleagues. 


| know. | really do 
think this is the tidiest 
I've seen your desk. 


Which words do the speakers use to: 
a emphasise a point? 
yb Soften what they say? 


It sort of feels a bit strange 
to have a tidy office. 


Bese ee to add emphasis 


h ve ys /really/so + aieciveaverh Our boss is isso so disorganised He's very often! late. | je 


—_—_———— -_— + — ee 


\ i really hope we'll do well this year. 


bs UTP 


I'm enjoying my new job ) very much/a lot. 


“just [stressed] 5 ad jective/adverb/verb/nc noun ‘My new office is just amazing. | just! love it. | ae 


such (a/an) + ) + (adjective) + noun My office i issucha(terrible)mess. | 


A2 You can use absolutely/completely totally, especially with adjectives and verbs. Absolutely is often used before no and nothing. 
Sorry, |completely forgot. [ve absolutely no idea what's wrong with my phone. 


The most common adjectives used with these words in spoken English are: absolutely right/fine; completely different/ 
wrong; totally different/wrong. 


A3 |n negative sentences and short answers you can use (not) at all. 
A: Do you mind if! take tomorrow off? 8: No, not at all. That's no problem at all. 
A4 You can say /do + verb, especially think, know, like or feel. 


| do think we should send out price lists with the new brochures. 


Softening 


People also often soften what they say to sound less direct, less critical or more polite. 


B1 You can use these expressions to soften. what you say. 


“think mr think we need to look at our reporting lines, 

maybe / perhaps Y/ probably _ | Perhaps we sh ould cut back on our spending. We probably should | 
sortof MRCOG STD: adjective/ adver b cieke Dies sort of Cingseh leave the ar G096 ments kind off exible for es 
(a (little) bit/a lit little / slightly +ad ijective/adverb_ a | always feel a little b bit / slightly uncomfortable \ when | meet tl the CEO. | | 
| just [not stressed] + noun/verb/ad jective/adverb | | was just calling to say. hello. Just a second: | 


Sheer copesaravaecorenanaanuoninonincetinienin ne setnmiaNRoASniNK A sere NCDON IN eae NNR VERTU REENOI RIN IODDENEE EON Se a ta ee a pssananiediniigsnssnnnisonNa Ear ao vot voe COINS NNSA ASV OSEEDORI AID DIA REO NMED NENA ETA DRAM ERAGE AAR PEER ee 


B2 You can also use not very or not really. Not really can be a polite way to say ‘no’. 


This program is not very /not really easy to use. 
A: Are you enjoying your new job? 8: Not really. 


Ay But really not emphasises the idea. Compare: 


| don’t really like our new Account Manager. (softer than / don't like) 
| really don’t like our new Account Manager. (stronger than | don't like) 


Emphasising and softening 


Practice 


It's different i fem what | | expected. 
[Hike it, ae | 7 
[till make a difference, going into > work. 


| It’ S wonderful It S fabulous. 


re won't miss the old offices. 


The furniture looks expensive, 


Vm looking 


a , 


me ve = plane 
10 11 


from the 1980s. 3 
ELENA: 10 Perhaps that’s/ ge 
MIGUEL: You’ re 1: 
ELENA: The mar 
Miguel: Yeah. 


wees We 15 fees, maybe peed tp get 
designs. SF; & | 


4A 


ieee Og Test 3: Units 9-12 


Complete this advertisement for a new supermarket using will or won't. 


Our new store 1....wul.... offer our customers more products than before. Of course, you 2.............. weet still 


be able to buy all your favourite items. And you 3 ooo... need to worry about higher prices as we 
ee continue to offer excellent bargains to all our customers. 


Pigage complete our online survey about your shopping habits. This 5.0.0.0... help us to offer the 
products you want. Also on our website there 6........................... often be new products to choose from. 
Go to the site to see what's on offer. - | | 


Visit the new store today. YOU 7 «0... be sorry. 


Underline the correct words in italics in each sentence. 
1 We expand /‘re going to expand our product range to meet the growing market. 
2 Oil stocks are running out, so obviously the price of petrol is going to rise /rises steeply. 


3 A: My computer's crashed. 
B: Don’t worry. I’m going to help / ‘ll help you. 


I'm meeting /‘ll meet the accountant this afternoon. Do you have anything for him? 
As soon as Ms Karsova will arrive / arrives, please send her a . 

I think the meeting won't finish/| don't think the meeting will finish before 6pm. 

| expect the CEO won't freeze /| don’t expect the CEO will freeze salaries this year. 

Will we start / Shall we start? | think everyone's here now. 


Is the company going to make / Does the company make a profit by the end of this year? 


ovo oan aA Uf 


How many people will be /are at the presentation tomorrow evening? 


Complete these sentences using the verbs in brackets in the future continuous or future perfect. 
1 Itis 10 am now. I'm giving a presentation tomorrow between 9 and 12. 
This time tomorrow, |. LL. be. geving..__. (give) a presentation. 
2 Itis 12:30 now. I'm giving a presentation tomorrow between 9 and 12. | 
By this time foMmonaw, b..wyeuee..... ees DA. DEC8 (give) my presentation. 
3 My cemeeny has moved toa new building. | now work in a new Office. 


Pinsent a nasa a TE (not work) in my old office from now on. 


4 Weneed more staff. We've put an advertisement in The Economist from tomorrow. 


oP ease cleeacecscee canes ee: aoe (advertise) for new staff from tomorrow. 
5 You took an exam last month. You expect the results next week. _ | 
The SMI OBE ccc se cotctecscssecctenreeraannente. peacamteensss04 ... (not send) the results yet. 
6 | need the report by the ie of today. | want to know if it will be ready i in time. 
Me neem nn eine eee tee oe GM oral tenes ‘._ (you finish) ) it by’ tonight? 
7 Your clients usually stay at the Hilton. You want to know if they will Stay at the Hilton again next week. | ee, 
tense ee ee . (you stay) at the nuten again? 
8 You are getting a new Eojmpany car. They promised: to deliver it this afternoon. 


| hope they .: ee teen tee tniseasee vetoes (deliver) it by 5:30. | need it this evening. 


4 Complete this extract from an airline company’s website using the words in the box. 


ane, [8 Ee Teel. Bee... Pewee 7 
laredueto are expected to inthe foreseeable future is extremely unlikely that | 


iis likely that is setto Looking ahead _seemshightytixelyto we were re supposed to_ to | 


1s Seasarteeawanslabiat seas seeneranietanr tint Gtbte NSS SSOA DASE COMOPEOPFERRE OREO? AS EMNAERANESPON NEE EDISON NMC 


Blujet Airways has already won a number of Best Airline awards and it 1.. seems. highly Likely to win many 
more in the near future. Profits have grown every year and they 2 .........0...000....... continue to increase. 


Our company 3 ...............000. be among the first to run routes using the new 555-seater Airbus super 
jumbos. The first jumbos 4.0.0.0... be ready earlier this year, but they took longer than expected. 
The good news is that they are now ready and 5... be delivered within the next month. 


me ees , we hope that the bigger planes will help us to increase the number of passengers who 
fly with us. Asa result, it 700000 with these bigger planes we will be able to introduce lower fares. 
Competitive pricing is critical to the success of this venture, So it 8... we will increase the fares 
2 Ue neve a 


5 ACEOis telling her staff about a new conference centre. Underline the correct words in italics in her speech. 


As many of you know we 1 are going to build / will build a new conference centre in King Street. The 
construction 2 was supposed to start / is due to start two months ago, but sadly the planning permission 
was delayed. So | am pleased to announce that we now have the permission and construction 3 starts / isn’t 
expected to start next week. We 4 are marking / are likely to mark the occasion with a ceremony on the site. 
Of course you are all invited. 


5 Looking ahead, / It seems likely, the first phase 6 doesn’t finish / is not due to finish until early in the new year. 
Once this 7 happens / will happen, we 8 are expected to organise / will be organising visits to the site for small 
groups from each department. 


It 9 was supposed to / seems likely that the final phase 10 won't be / isn't being complete by the end of the | 
summer, although we don't expect that it 11 won't be / will be delayed beyond autumn at the latest. By then, 

we hope that we 12 are expected to recruit and train / will have recruited and trained a large number of new staff 
to work in the centre. | 


As soon as the conference centre 13 is / is going to be ready, we 14 are about to invite / are going to invite all the 
local businesses to an opening party. The new conference centre 15 is due to host / is expected to host up to 30 
conferences a year and | am confident that the venue 16 will be / is supposed to be a success. 


6 Complete the questions in this conversation about a conference using the correct form of the words in 
brackets. 


NATALIE: Hi, David. 1. Are. YOU 9079 (you/go) to the conference tomorrow? 


DAVID: Yes, lam. 2.0.0.0... (How many people /you/ think / attend)? 
NATALIE: Oh, at least 350, | expect. 
DAVID: Wow, that’s great. By the way, 3.0.0.0... (what time / the conference / start)? 


NATALIE: At nine, but we'll be there earlier to set up. 
DAVID? 4 ooo cccccccseeseee (!/come along) then to help you? 
NATALIE: That would be great, thanks. 


DAVID: No problem. | can help at the end as well, if you CLL rr (What time / we / supposed / 
leave) the building?’ » | 


NATALIE: Around seven, | think. 
DY:\V] | Da © (the presentions / finish) by then? There are a lot of speakers. 
NATALIE: | guess So, but it’s a tight schedule. 


DAVID: Yes, and | want to have time to meet some of the speakers during the day. 7.00.00. (they/ sign) 
their books during the breaks? | 


NATALIE: | expect so. It’s a good way for them to meet the audience. 


DAVID: Great. One last question, 8.0.00 (you / likely /need) any help getting things ready this 
afternoon? 


NATALIE: Thanks, but | think everything's under control. 


Modals 1 (talking about possibility and ability, 
asking, offering and giving permission) 


Read this sentence about starting a new business. 
What do-you think can means here? 
a something is possible but it is not probable 


b something is possible and it does actually happen 


4 Talking about possibility and 
ability: can and could 


A1 You use can to talk about things which are possible in 
the present because they do actually happen or are 
sometimes true. 


You can get a train from London to Rome. 
Meetings can go on all night if we've got a tight deadline. 


A2 You use can/can't to talk about people's abilities in the 


present. 


Can you speak Spanish? 
I'm sorry, we can’t offer free delivery outside the EU. 


ro} Cannot is possible instead of can’t but is very formal 
and emphatic. 


A3 


You use could to talk about things that were sometimes 
true or people's general abilities in the past. 


My ex-boss was a brilliant salesman; he could sell anything! 


Ten years ago you couldn't get a flight to Athens for under €200. 


Ay Don't use could for things people were able to do on 
one particular occasion. 


The client got angry but |managed to / was able to calm her 
down. (not Cete-eata) 


i:] Talking about possibility and 
ability: be able to 


B1 You use (not) be able to/ be unable to with other tenses, 
not can('t). 


In five years’ time we'll be able to have high-definition video 
conferences. (not wewitear) 

Would you be able to get here by 9am? 

I've been unable to /! haven't been able to reach him all 
morning. He must be in a meeting. 


B2 You can use be able/unable to instead of can(’t) in 
more formal situations in the present. 


Are you able to join us for dinner tonight? 
We are not able to /are unable to give you a guaranteed 
price at this point in time. 


aie 
When you start a small business, finding i 
answers to the most important questions 
can mean the difference between 


success and failure. 


a&| Asking for something 


C1 


C2 


You use can/could/may | to ask someone for something. 


A: Can/could/may | have a non-smoking room, please? 


B: Yes, of course (you can/may). (not efeeusseyou-cotHd) 


A Don’t use could in short answers if someone asks for 
something or asks for permission. 


oO May and could are more formal than can. 


You use can/could/would you or would/do you mind + ing 
to ask someone to do something. 


A: Can/Could/Would you send me a copy of your presentation 
notes, please? 
B: Yes, of course (| can/could/would). 


ro} Could is more formal than can. 


A: Would/Do you mind giving me a lift home? 
B: No, not atall. /Sure./ No problem. 


Would you mind + -ing is more common than do you 
mind + -ing. 


B> See Unit 15 (Modals 3). 


12) Asking for and giving permission, 


D1 


D2 


offering 


You use can/could/may |/ do you mind if + present simple 
/ would you mind if + past simple to ask for permission. 
The positive answer to do/would you mind if is no, not yes. 


A: Can/could/may I use your office while you're away? 


Yes, you can/may. (not ¥65-yetcould.) 


- Do you mind if | come to your meeting? 
B: No, of course not. 


a 


> 


A: Would you mind if | left early today? 
B: No, not at all. 


Would you mind if + past tense is less common than 
do you mind if + present tense. 


You use will/can to offer to do something. 


That’s a heavy suitcase. !’ll/can carry it for you. (not Heary#) 


<“4A1 


“@A1-3 


<B-D 


Complete these extracts from a training seminar using the verb in brackets in the present tense or with 
can. Sometimes both are possible. 


Good branding of a product 1....!S.......(be) important because 

Lae OO ese. (create) brand loyalty. If the customer's 

experience 3.0... (be) positive, they'll buy more. And 
customers 4.0.0.0... pia: (be) very loyal to products which they 

Bhi ccon eect (like). \f they like a product, this 6.00.0... (lead) 


them to buy other products with the 
same brand name. 


Your behaviour towards your employees 7 ..................006. (have) 

a huge impact on the success of your company. If you 
Ucar emai er rer tar (have) poor management skills, you are likely 

to lose good staff. What's more, bad management 

en eee (result) in low morale, which 10.00.0000... (be) 


always disastrous for any business, large or small. 


Rewrite these sentences using can(’t), could(n’t) or be able/unable. Use the full forms cannot and could not 
where the situation seems more formal. 


1 It’s possible to get a direct train from where | live to the station near my office. 


Pe ee SS OS a 


2 Do you know how to add dates to a spreadsheet? Because | certainly don’t know how to do it! 


ras 
a ary 
rs 
So a rs 
2 


Choose the correct ending for each question. 


1 Do you mind if observe your team at work? She's just started today. 


a 
Are the directors able to b get hold of Gina Suarez yet? | really need to talk to her urgently. 


2 

3 Why were they unable to c¢  takea look at this later? I'd appreciate your opinion. 

4 Would you mind d_ |used your phone? Mine's not working. 

5 Would you mind if e join us for lunch? We would be delighted to have the pleasure of their 
company. 

6 May! f lleave early today? It’s my son's birthday. 

7 Could you g_ deliver on time? What was the problem? 

8 Have you been able to h_ looking after this projector while I'm away? 

9 Can Maria i sit next to you? 
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<A-D 


1 You see a colleague carrying two large boxes. Offer to carry one of them. 


2 Ask one of your team if it will be possible for them to speak at the sales 


conference. 


3 You want to book a business-class flight to Bangkok. Get a price from an 


airline agent. | 


CC ey 


Ce i eC ee er? 


i i ee ey 


i ei i i ee i a i ee ra a ad 


Ce ee a ee ar ere ard 


i i i i i ae ee ei a ar 


Ce ee a) 


ee ee ee ee ee a ee 2 ee 2s 


EI Write sentences using can, could, be able to and may. Sometimes more than one answer is possible. 


ee ee ee ay 


Ce i i a a a ar Pr a a ry 


i i i i a a i ae i a ad 


Ce ce ee ee ee ee er a a ey 


Ce a er er ae re a or ry 


© 13.1 Listen and compare your answers with what the speakers actually say. 


<«A-pD ££ Read this email froma university professor to her MBA students. Rewrite the sentences (1-6) using the 


words in brackets. 


gato: [MBA Students 
sujet: [Guest seminar 


ee eee e eens SoC eee eee eee. eee eee eee ers Peer eee ee eee eee reer eee eee eee) Ss eee ee eee eee eee a 


Dear MBA students, 
1 (can) I want to ask you all to make sure you are free 


for a special guest seminar with the President of Quantra 2 


International, Mr Jan Rundaf, on 27 October. 2 (able) Mr 
Rundaf is a very busy person but I am delighted to say that 


-we managed to find an evening when he was free. 3 


3 (we) It will be possible for us to spend two hours with him 
to discuss international business trends. 4 (able) We have 
managed to book the Chesham Room, which is a wonderful 
venue for such an important meeting. 5 (cou/d) We hope 

to start at 7:30, so please all make a special effort to be 
punctual. 6 (cannot) It is not possible for me to say at the 


moment how many questions Mr Rundaf will take, but do 5 


prepare any questions you would like answers to. Please 
reply to the department office by 15 October. 


Best wishes, . 6 


Margaret Grossman (Prof.) 


rn ort ctr re en oc ane 0 er nh on eet ree einen Panett Renan peemnent 


Make it personal 


ee PP ee ee eee eee eee es eee ee eed? TERE eee re eee ee eee eee eee eee EY? See eee eee ee ee eee er ere ee ee eee eee! 


ee ee ee ry 


ee i eC i Ct i i a i kee i i a 


ee ee a rar 


ee oc i i ec ea 


eC ee ee i es 


ee ay 


ee ee ee ry 


ee i ee ee eer 


ee ee ee i ee 


ee 


Think of someone in your company or at your workplace who you often have to be rather formal/polite with. 
Think of five sentences using May! ...? Do you mind if! ...? Would/could you...? that you could use with that - 


person in an English-speaking context. 


Modals 1 (talking about possibility and ability, asking, offering and giving permission) 


There are other verbs anid. expressions that: can express similar ar meanings tocan, and which are often used | in 
formal business writing. e ae 


® enable/allow/permit someone to oe something — 


You ean organise all) your contact information with this software. 
—> This software ae you to organise all our con tact information. 


a let someone do something — 


A compan ycan monitor every phone call with this technology. os 
—> This tech nology | lets a company monitor every phone cc call, (nots a 


e make it possible (for someone) to do something 


You can upload large files quickly wi ith broadband. 
— Broadband makes it possible (for: yeu) ‘to “— 


© be known to do something 


Plastic handles can break very easily, sO We use high: quality metal ones saaal 
—> Plastic handles are known to break very easily, so we use high-quality metal ol ones instead. - 


a sage tesa (not 8 HK 


Read this webpage for a graphic design company that specialises in decgihe brochures. Rewrite the 
words in italics using the correct form of the verbs in brackets. | 


brochures leallets contact 


VE BKROSS s« service uses Shieh cuslityo5 paperi in n order 
to present a “pihesonal imane for your products or services. If you want to communicate. 
your message with the minimum cost to your company, WEBKROSS printing 6 means you 
can find the right solution without leaving your desk. 


1 enables gue eae ugh (enable) 4 
p MONTE Gers tikrs 2 (allow) 5 
BD ooiiececssceesssseseestl ee (know) 6 


BA Correct the mistakes in these sentences. 
1 The webcam on our PC at home lets me ter see my children when I'm travelling. 
This database enables us access all our customers’ contact details immediately. 
This type of conveyor belt knows to develop faults after a year or so of operation. 
4 The new hardware makes possible to have very good quality video conferences. 
5 Our new system allows us tracking orders more efficiently. 


6 The server does not permission users to download software upgrades. 


Viake it persona 


~ Modals 2 (making suggestions and 


giving advice) 


___Read this advertisement. 
a How many suggestions or pieces of advice can yousee?- 


b What structures are used to give advice and suggestions? 


Making suggestions, giving and 
asking for advice: should, ought to 
and could 


A1 You can use should (n't) or ought (not) to to make a strong 
suggestion. 


You should / ought to phone and tell him you'll be late. (this is 
the best thing to do) 

We shouldn't / ought not to have that training session 
tomorrow. Nobody can come. 


A2 You can also use you should (n't) to make informal 
suggestions or recommendations. 


You should see the Great Wall if you're going to Beijing; you 
shouldn't miss it. 


Ay You should (n't) can sound very direct. You can make 
it less direct by using / (don’t) think. 


| think you should probably keep your money in euros fornow. a 


| don’t think you should invest in property at the moment. © 


A3 You can make less direct suggestions or give advice using 
could. People also use could when they want to suggest 
one possible action out of several. 


A: Can! help you? | 
B: You could do the photocopying. (or you could make some 
tea) 


A: Where's Henry? 
B: Could you phone him and find out? 


Should and could are more common for making 
suggestions than ought to in a business context. 


A4 You can also use should | in questions to ask for advice. 
Should I have the meeting before lunch? 
A Don’t generally repeat the second verb in a reply. 


A: Should I call our new supplier to find out what's wrong? 


B: Yes, (| think) you should. (not ¥es-yeushertdeat ) 


B1 


B2 


C1 


C2 


Starting a small business? 
You should talk to our trained 
advisors. You might want to 
drop in for a chat sometime. 
You could give us a call or 
email us, to set up a meeting. 


4) Making suggestions: might 


If you want to make polite suggestions or to say that 
something is a good idea but not essential you can use 
might like/want + to-infinitive or might be better off + -ing. 


You might want/like to attend my presentation tomorrow. 
We might be better off discussing this in tomorrow’ meeting. 


You can also make suggestions using might/may as well 
when you want to say something is probably the only 
option, but you do not feel very excited about it. 


We might as well stop there as it’s getting late. 
The meeting's been cancelled so | may as well finish that report 
instead. 


A This is spoken language and would not be 
appropriate in formal written reports. 


| Making suggestions and asking for 


advice: shall 

You can use shall we to make suggestions about what you 
and other people could do. 

So, shall we move on to the next item on the agenda? 

You can also use shall I to ask for advice. 

What shall I say to our Brazilian agent? (asking advice) 

A Don't use shall in a reply. 


A: What shall I do with the feedback surveys? 
B: You could/should present the data at our next team 


meeting. (not Yewshet present) 


<4A1,3 


<4A,B1,C 


1 Write sentences giving candidates advice about job interviews using these ideas and could, ought (not) to 
and should (n't). Then add two more suggestions of your own. 


T T bass oe tz eres S341 res | hh a4 7 ‘ ; ree > h 1} i ; mn ds deste | ~-4- 
Cr pent eeit ese rs : ; ip +t} SEs =H} Ha teed ceeees ; Srwabi diese stehddsane : FE Th Sittin, 
3 Mh | a } ? aoe as ‘tmiea + fri: ; i $ bate 
‘ had r t } te T2 f 17% 4 5 
++ +e Phy ue t ee) a i ey as Fm awe dbeg r - ae] eats pp } } iS 


tt ba 
; if Tose ratte repeats adtg” | bette: 
*. ae TE Sa Sheil | | hae 


igtttieet 


‘ 
i ea | 


You should / ought to arrive on tome cceeees 


ee Ce eed 


Ce SS ee ce ee 


a ee ee es 


ee ee ee OO 


Pe 


Smee mer eee eee re ree ee eee Ee REE HEHE RE MERE HEE EEE HE HER EHR EM ETERS HREM ERE EH EH OEE REE ERE E RHEE HHT EHH EHH HEE EEE HEBER HEHEHE CEH E HEH HEHEHE HE HR HE ERE H ES OHH HES EET HES R DESH EH HSE OSH Re eR EEE Ee Eee 


Mma meme ee mee E OES THEE EHH ER REE EEE EEE EEE EEE REE EEE TE HEHEHE HEHE EEE EEE REET EEE EHE ERE H ERE E EERE H ESHER HE HEBER EHH E HEHE TETHER EEE HEHE RETO HEHEHE ERO EHH HEHEHE HEHEHE HD ORB BEEBE HEHE ESE ED 


| 2 Write questions using the words in brackets in the correct order. Then complete the answers using might, 
should (n't) or could. .¢ =. 


1 A; Ifl’m feeling nervous in the interview, .... salt. | chew gum to relax? (chew/gum/!/shall/to relax) 
B: You....shouldn't. do that. It’s impolite. 

2 | A: I'm going to be late to the interview. ee ee ? (I/them / phone / shall) 
(os ne nee eee ee call if possible, so people don't have to wait for you. 

3 A: | don't really want CL EO; 2 ee en re oe ne nen ? (should /1!/ what / do) 
Bee VON sean altace as well do the interview for practice. 

ee ee i scetaaeee ? (wear/!I/a suit and tie / should) | 
B: It doesn’t matter for this job. YOU «0.2.00... eee ..... Wear a Suit Or you............ | ere ea ge 

dress more informally. | 

5 A: | want to be ready for the interview. ........00.00..00cc ccc ? (practise / questions / answering /should/!) 

B: Of course many people do, but you... eee look over-prepared. | 
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<A,B Ei Look at this article about negotiation. If the words in italics are correct, tick (/) them. 
if they are wrong, replace them with a suitable word or phrase. 


Preparing for a negotiation 


First and most important, you 1 cou/d prepare for a negotiation by thinking in 1 .... eet should. 
detail about your needs and interests. You 2 should also consider the needs and er | 
interests of your opponent. Then you 3 ought to try to predict all the possible BF Ec shiassncpseduccaetouses 
outcomes of the negotiation. If you have time, you 4 could research different ee ee eee 
sources for useful information. 

Before you begin you 5 might as well prepare a list of the most important Ph cisaitsccuepe ceva seen 
negotiating points. You 6 could decide how important each point is for you and IB econo: 
your opponent, because planning an effective agenda is almost impossible without 

this information. Then you 7 might want to think about other areas for discussion. ) ne ene ee 
You 8 could look for areas where you want the same outcome; it will save you both Be a haioieensiiaaianetoneatine 
a lot of time (and money). You 9 couldn't have a fixed idea of your opponent's needs Re ne 
and interests. You 10 might like to remain flexible as the negotiation progresses — MD: i ecsesiGcereconencsne 


if you don't, it may be an expensive mistake. 


<4A,B [E¥ Complete this talk about laptop security using suitable modal expressions and the verbs in brackets. 


Have you marked your computer with your company details? According to the FBI, 97% of unmarked 
computers are never recovered, so you 1....sMould, mark. (mark) your laptop with your company details. 


PISO YOU DR inccc Bocce cnedensnsesic (buy) a lock or alarm for your laptop. 

Unbelievably, almost 40% of laptop thefts occur in the office. A good solution is a laptop docking station, 
which locks the laptop in place. You 3.0.0.0... ee. (use) it whenever you are working in the office. 
And you 4.000.000 (install) software that enables your laptop to be tracked by the police, but it 
is expensive. 

(O10 a ee ree (carry) it in a backpack when you're out of the office, not a case with the 
manufacturer’s logo on it. And if you're staying in a hotel, don’t assume your room is safe. When you're 
not in your room, YOU 6.0... (lock) your laptop in the hotel safe. Remember, you 
Pee (make) it easy for thieves. Finally, make security a habit. You 8.0.00... (try) 


to stay in physical contact with your laptop at all times. 


<4A-D Underline the most suitable expressions in italics in these suggestions. Sometimes both are possible. 

1 Your manager says: ‘Head office are giving each department $1,000 for office improvements. 
You say: ‘You might as well ask / You could ask the staff for their ideas’ 

2 A friend at work says: ‘Do you know a good restaurant to take some clients to?’ 
You say: ‘You should go / You might be better off going to the Alcazar. It’s excellent’ 

3 Acolleague at work says: ‘Could you help me with the slides for my presentation tomorrow?’ 
You say: ‘Shall we do / We might as well do it after lunch: 

4 Anew colleague says: ‘I’ve just had my salary and | think there’s been a mistake with it’ 
You say: You should talk / You might want to talk to Mr McNeff, the Accounts Manager: 

5 A junior colleague says: ‘l need a couple of days off work to move house. 
You say: ‘You ought to talk / Could you talk to your line manager about it?’ 

6 Asupplier says: ‘I'd like to renegotiate your payment terms. 


You say: ‘Could we arrange / We should arrange a meeting about this. 


Make it personal 


Have you got any advice for people who want to do business in your country? 
Write six sentences using language from this unit. 


Modals 2 (making suggestions and giving advice) 


suggestions 


People often : say How/What about + -ing/noun and Why don't EOHine + infinitive without to to make suggestions 
in informal contexts. 


A: Where shall we have this presentation? 
B What about having it in the boardroom? 


oe How about a meeting room? — 
DB: Well, why don’ t we book a room ina hotel? 


: You can also say Do you want + to- infinitive. 7 
Do you want to take a bit of time to think it over? (I think you should do this) 
You can also use if! were you, 1d (d= would) and let's to make suggestions. 


if were you, I'd go for that promotion. (you should go for that premarin) 


| Let's stop fora coffee. (shall we stop?) 


Complete these suggestions with suitable ideas. Sometimes more than one answer is possible. 
1 A: Everyone looks exhausted. | 


Let's... take a fie minute break 


: What's the best way to keep key staff, apart from higher salaries? 
: Why don’t you seeieisecciicet eee DEES ence, Pa. oat 


NI 
no > BD > 


3 A: I'mhaving problems with my PC -| keep getting error messages. 
B: If | were you, ....::sececseceeudisie ic ocean re en eect eee ee 
4 a: TVand radio advertising are too expensive for our budget. 


B: How about .. ccc. ieee Paes ? 


5 a: | can’t make Monday's meeting. Any suggestions for a new date? 
B: Do you WaNT....,.....:c.-1ses <7 eee ied ieerins tees Gia p rier eee ear Ny pS ee Nae ec hee eee ? 
6 A: Where should we go for the staff party? 


B: HOW AbDOUL ..0.... cccccccecosne cece sec de cape Sc eee see eter a Se Reames Tey An ? 


BA Complete this conversation using expressions for making suggestions and the verbs in brackets. 
Sometimes more than one answer is possible. | -. 
MANAGER: We want to pay our staff more money without increasing their salaries. Have you got any ideas? 
COLLEAGUE: 1.... Why not introduce. (introduce) a bonus scheme? 
MANAGER: It'll take too long. | mean, the results aren't out until the new year. 


COLLEAGUE: 2...0......-ssesues0-3). (start) itin January? 
MANAGER: Well, maybe. Anyway, how do you think it should work? 
COLLEAGUE: 3.........c:stasn ae (link) it to staff performance? ™ 
MANAGER: Mmm, | suppose that’s the best option. How do you think we should begin? | 
COLLEAGUE: 4.............. tistics le eee (talk) to the staff representatives as soon as go pessDie! 
MANAGER: What do you mean by as soon as possible? 
COLLEAGUE: 5......,.0..2..nenccal sgn Geena ..... (arrange) a meeting for next week, say Tuesday. 
MANAGER: OK, if you think that’s manageable. One more thing. Do you think we should announce this yet? 
COLLEAGUE: 6... ..:scraudbeeu no eee (wait) until after the first meeting. 


MANAGER: | agree. OK, we'll talk about this again tomorrow morning, ‘shall we? 


14.1 Listen and compare your answers. Then take the role of the colleague anda answer the questions. 


Make it personal © 


‘= > , > ae 


| dvice e would you give to a manager who wanted to motivate staff in your pemanyt 


i= a Ae 


Read this text about how to give a good 
business presentation. 


Underline the different ways the writer tells the 
reader what to do. 


Al 


A2 


A3 


B2 


| Telling people to do things: must, 


Modals 3 (saying what people have to do) 


| You must make your points clearly and simply; you need to say 
enough to give all the most important information, but don’t give 
your audience too much information, or they may forget it. You don’t 

_ need to tell them everything. Remember, everyone in your audience is 


_ a busy person, so you have to give them what they feel is relevant. 


B3 You can use question forms can/could/will/would you ...? 


have (got) to and need to 


You can use must to tell people to do things. 
You must call the New York office right away. 


A Must is very strong and direct, so it can sound 
impolite or unfriendly. Do not use must with more 
senior colleagues. 


Have (got) to and need to are less direct than must, 
especially need to. 


In a business context, you need to and you've (got) to 
are ten times more frequent than you must. 


You’ve got to / have to / need to think about your target market. 


B4 


or do you want to ...? to tell people to do things. Could and 
would are less direct and more polite than can and will. 


Can/could/will/would you let me know when Mr Thompson 
arrives? 
Mark, do you want to show us your report? 


You can use imperatives to tell people to do things but 
they can sound impolite in spoken English. Use them 
mostly in written instructions, rules, signs or notices. 


[Tips for job interviews] Arrive on time, dress smartly, 

ask questions. 

[Notice] When you hear the fire alarm, leave the building by 
the nearest fire exit. 


| direct 
| Seana rere te eee Bi ie F 
You can use have (got) to and must to give orders and | must have (got) to can 
instructions. _ imperatives need to might want to 
We must / have (got) to develop new marketing tools. | d better | 


Use have (got) to (but not must) to express an obligation 
or necessity that is a result of an external situation. 


When all the meeting rooms are busy, they have to hold their 
weekly team meeting in a cafe. (not theymustheld) 


Use must to express an obligation or necessity that the 
speaker thinks is important. 


| must remember to cancel my appointment. (not Hevete- 
rerpeneer) 


Being polite 


In business, people often use we instead of you when 
telling someone else to do something. It sounds more 
friendly and less direct. 


We need to email this to Erik in Stockholm right away. 
We have to get it to him by 5 pm. 


You can use can / might want to / d better (the short form 
of had better) to tell people to do things less directly. 


You can take those spreadsheets away now. 
You'd better / might want to check the exchange rate first. 


~“@ See Unit 14 (Modals 2). 


C2 


C3 


question forms 


You can use the negative forms don’t need to, don't 
have to, haven't got to and needn’t to tell someone that 
something is not an obligation or not necessary. 


A Don't use to after needn't. 


You don’t need to / don’t have to / haven't got to /needn't 
do that now; tomorrow will be okay. (not ¥eneedn‘tte-de) 


You can use must not to tell someone that something is 
forbidden, urgent or important. 


You must not make personal calls during work time. 
It’s 1:45. You mustn't be late for your two oclock appointment! 


You can use the negative form of other expressions from 
section B to tell people not to do things. 


You can't / might not want to leave those papers out on 
your desk. 

You'd better not leave the price list where everyone can see it. 
Don't arrive before nine oclock. 


<4 A3 


<B 


How would you tell these people to do these things? Use must, have (got) to or need to. Sometimes more 
than one answer is possible. 


1 Tell a colleague to read Gloria's report first before meeting with her. 


ae er es 
SMe me meee eee ee mee ED SHEE HERE HE HEHEHE EEE EEE ERE EHEHHEEEEE HH EEE EEE E TOME EH ERE RHR EE HEE ERHE HED HEHEHE HEE HEHEHE HEH HEHE THe HHH ESE HEH EHH EERE EEE EEE HH Oe eer Hee EHH EEE HEHEHE EEE HEE HD HH HERO ERE OEE 
ee a a ee i ay 
Ce ee SS CS 


Pe ee SO OSS a rs 


Complete these sentences using must or the correct form of have (got) to. Sometimes more than one 
answer is possible. 


1 My flight's at 8 pm, sol....have.. ©... check in at SIX. remember to book a taxi for five o'clock. 

2 She has a child at nursery school, so she usually «0.0.00... leave the office by 3:30. We really 
beige ehide ace ...... try to finish the meeting by 3 pm so that she isn’t late. She .......................... drive right across 
the city. | 

3 A: I'm going to the US Embassy this afternoon aS |... ee renew my entry visa. 
Be Rights YOU nccexsccthancee remember to take your photographs with you! 

4 When you join the company, you................0..... complete a tax form and give it to HR. 

5 We've just opened a new office in York. YOU .........0....0.0000 come and see it! 

GO We. stop now, as | want to make sure that there's plenty of time for questions after the 
talk 


A manager is giving instructions to her team. Rewrite the words in italics so that they are less direct and 
more friendly. Sometimes more than one answer is possible. 


We all have some idea of what a bad customer experience 
is. 1 Find out the right customer experience that we want 
to deliver in our stores. 2 Think about this in the existing 
stores. And 3 consider the new stores too, you know, in 
terms of training. Jean, you told us about the lady who set 
up the Excel store chain and who also worked at Prima. 

4 Invite her to talk to us about her own experience. Then 

5 all come up with some ideas about what the customer 
experience should be. 6 Organise that for the next meeting. 
In fact, 7 make a note of that, please, Chris. Then finally, 


t . 
| You/We need to find out | 
1. You/We need tof NOE DO cis deveibeticnresvisnnsies 5 
I Oe ge RR FN SIRE ea Cee ER = ee ne re ge ee ee Seer enn ere ere 
ST ch opines arissecng ecsessots Sacer seats as auesb wtbestnden pace coutdsate eee seeeas FM sic SA EE ci, ET ee ROU. Ee 
eee ce ea erie rrr eel tes | ane ee ee ii sisi @ae me tee EU a ere «ee 


sean ° 
2) 15.1 Listen and compare your answers. 


15 


<A,B Rewrite these sentences using the words in brackets. 


1 Pass me the report, please, Terry. (can) 


<4c [Complete these sentences using mustn’t or don’t have to. Say whether the action is not necessary, 
forbidden or very important. 3 


1 You......musin't. leave your passport behind when you go to the airport. They won't let you check in 
if you don't have it. very unportant 


D INGO ose aneethesie read all those memos from Head Office, only the ones marked“urgent’ 
SE MORN cede css .ateueee -ncerne leave the building through any door except the main entrance. 
"a 0) | er ener ..go to lunch before the official lunch break. That’s a company rule. 
sf NOU ies aren ae tell me about every phone call we get. | only need to hear about the important ones. 
. Make it personal | 


. Write ¢ down three things you regularly tell people to do. Then think of two ways to give each instruction 
in English, one strong way and one less direct way. 


te 2e things that are forbidden or not allowed at your workplace, and three things that are 
‘not necessary. 


Modals 3 (saying what people have to do) 


You can use really, actually and definitely to make an instruction stronger. 

It’s easy to make mistakes, so you really have to go through the order in detail. 

You definitely need to contact the agents. You might actually want to do that first. 

You can use just, perhaps/maybe and (personally,) | think to make an order sound more friendly. 

You can just give them a one-off price, perhaps. 7 | 

(Personally,) I think we need to send a reminder immediately. 

You can use please, especially with imperatives to make instructions sound polite. 

Please copy me in on all the emails. Please don't forget. 

You can give polite instructions using if-clauses with will/would and can/could. Would and could are 

more polite than willandcan. | 

If you'd / you could come this way, Mr Swan will see you now. (come this way) 

If you can/will just sign there, please. Thank you. (sign here) 

Rewrite these instructions using the words in brackets and a suitable modal expression from this unit. 
Say whether the new version is stronger or more polite. Sometimes more than one answer is possible. 


1 Postpone the trip till next month. (really) 


rhea eee rrere tre Peete rerete rrr cre rere ee reer eer eee ee ee ere re eee eee Creer ee re reer eee eee ee eee ee ee ee eee ee Pete eee eee eee ee eee eee ee ee ee ee ey 
Cee ee eee eee eee ee eee ee mene et RRR EERE HR HA REE REM EES ESSER ES REAR EE Ea kd thee nena renee snes res eee aren nse nre nna ram nee eed we rscerens tana swonarsereryneresessetrenorars 
Pe ee i i i io Bn ga eek cea On a ee ee a ee ee eC i aa ee i i ee ae oe a 
Pe Ree eee re reer ere eee tere re eee eee rete ree e eee RTE ETE ETRE Rte eee Re ETE REEL Oy ERE we see ase n eee En Tee E EE HEFNER HEHEHE SETHE ESOS HER HEDH HO HERA EO HOLY SESE SE HEBER ERS ESS Tae ene 
Bea ee eee eee ewer meer ere eee renee ee eee ee SS ERE EERE RTPA O EE EER RP ALEPH he meee vrs aserse seca es ese nee ITE TENTH FSS SHEED TTD SSR eEEs Reser ese arneneeaseerenenenaenEsenaenesenene 
emer reer revere reece soos nee serene ose hed ea. Ok Nm am Bp eee ee oe eee ee DUO EH ETE PTE ETE TEETH e eee reese ees eee as HT Damar rer Hho sata eeesetestesenss erred snes ee Dota ee areeranaeeneesesewrenese 


eee mecca cece reece cee cere ee eee eee cee ee ek nde nee wee eee eee eee ee) Kea poe vle nl egw em WAsp ew eT eS seas ete h eee secrete nae HE se ee eka es seen Ea nae ee Fes seater ens eceserenevesareensnarcessasevanerese 


EA Rewrite these orders using if so that they are more polite. 


1 Just give me your email address, please. Thanks. I'll email you tomorrow. 


Ce ee ies Pen i nS nee i i ete Semi e eer men mee ore. Semin mm eae ere are arene Or area an wera ar a tear irene aay weer eee er ears Pe a ee ae ee oe es ee ee ee ee aad 


3. Just close the door, please, Robert. Thanks. OK, let's begin the meeting. 
4 Get James Hartley on the phone for me, please. I'll return his call. 
ae } : 
s | 
Make it personal 


_ Are the ways of telling people to do things in this unit similar or different in your first language? 
If there are differences, what are they? 


Modals 4 (speculating and saying how 
certain you are) 


Read this extract from a business news 
website. 


Which of these statements does the writer 
think is definitely true? 


a The company want a new CEO. 
b Jim Brown will be the new CEO. 
c Thecurrent CEO's job is safe. 


d The CEO is under more and more pressure. | 


Saying how certain you are: must, 
have (got) to, can’t 
A1 You can use must or have (got) to to say that you are 


certain something is true or will definitely happen in the 
future. 


That must be Steve on the phone. (\'m sure it is him because 
he said he would call now) 


House prices have got to go down - the current level of growth 
is unsustainable. (| think house prices will go down) 


A2 You can use can’t to say that you are certain something is 
not true or will definitely not happen in the future. 


Inflation is 40%? That can't be right, it was only 3%. (I'm sure it 
is a mistake) 


A Don't use mustn't. 


$50 per piece? That can't be right. It was only $20 a week ago. 
(not FRatmestateerght) 


~A3 Youcan use will/won't to say that you think something is 
definitely going to happen in the future. 


We will reach an agreement eventually, I'm sure. 


3 Talking about expectations: 
should(n’t), ought (not) to 


B1 You can use should(n’t) or ought (not) to to say that you 
expect something is true or will happen in the future. 


Their plane landed at two oclock, so they should get here soon. 
Paul shouldn't be long — he’s just gone to get a sandwich. 

The new part ought to be here by Friday. (| think it is 
probable, but I’m not certain) 


oO Should and ought to have very similar meanings to 
each other, but should is much more common. 


Speculation is growing that the company 
might be looking for a new CEO. The board 
could eventually promote Chief Operating 
Officer Jim Brown. The CEO’s job may be secure 
for the moment, but pressure must be growing 
on him after poor financial results. 


— = i 


B2 You can use should(n’t) or ought (not) to to say that 
something is not as you expected. 


John should be at this meeting. | wonder why he’s not here. 
(I was expecting him) 


The goods ought not to be in the warehouse, still. 
Our customer was expecting a delivery this morning. 


Speculating: may, might, could 


C1 You can use may/might (not) or could to say something is 
possibly true or will possibly happen in the future. 


A: Where's John? 8: He may/might/could be at lunch. 


A, Don't use can to say something may possibly 
_ happen. 


There might be a budget meeting next week. (not There-can-be) 


C2 You can use may/might (not) or could to say that you think 
something will possibly happen in the future. 


Our turnover may/might/could reach $100m next year. 

The markets may be happy to see the dollar go down. (lam 
not certain about this) 

The Fed might/may not raise interest rates again if were lucky. 
(not SheFfedeentteetraise) 


C3 You can use well to emphasise that you think something 
is quite likely. 


This new contract may/could/might well mean that we need 
to recruit new staff (I think this is quite probable) 


May is more formal than might and could. May is 
more common in business writing than in speaking. 
Might is more common in business speaking than in 
writing. 


“A,B 


“4 A-C 


Match the two halves of these sentences and underline the correct words in italics. 
1 There seem to be a lot of invoices to deal with. We a should/must be more profitable than it is. 


2 After all our investment we have an excellent 
website but it 


mustn't/ought to cost a maximum of €900 
each. 


3 They just called me from the taxi, so they c must/can’t have over 100 still unpaid. 


4 | just saw him getting into the lift, so he d can/should arrive at any moment. 
5 According to my research, the new laptops e ought to/must be at the sales meeting but 
| he’s off sick. 
6 Can you cover for Tony? He f must/shouldn’t easily be able to afford a 
| . bigger budget? 
7 Wehavea good relationship with the bank, so it g shouldn't/can't be in Stuttgart. 


8 Why do we only spend $200,000 on training when we h_ shouldn’t/mustn’t be difficult to arrange a 
3 business loan. 


2a Two colleagues are discussing job candidates. Complete their conversation using suitable modal verbs. 


Sometimes more than one answer is possible. 


Claudia Johannes Tony Mitchell 
Age 24. Age 30 
Work 2 years Work 
experience ade ae experience 
agency) Management 2 a ( Team 
Management None experience eth 
experience — it Sales Manager) 


Qualifications Dinloma in Marketing 


Other Captain of | Other Speaks French e- German 


ANDY: So, Phil, why do you think Tony Mitchell is the best candidate for the role? 


PHIL: Well, look at his background. He has a lot of experience, so he 1....must./'s got to / should. / ought to 
know the job better than Claudia. 


ANDY: Well, yes, he 2.000.000.0000. know the job, but Claudia 3 ..........00000000000... know the creative stuff — she’s 
worked in advertising for two years. 


PHIL: OK, but don't you thinkat 4... be risky to choose someone so young? She's only 24, so she 


Po teak Me sh a have enough experience yet. She Cee ee not be able to manage an older team. 


ANDY: Sure, that 7 oo... be a factor, but we have to think long term and Claudia 8 .......0...000000.0..... be 
a better uOgaercimn prospect. Also she 9.0... en. be able to lead people - she’s captain of the athletics 
team. 


PHIL: Yes, but that’s not business! And what about Tony’ S languages? They 10... well be useful if 
we expand abroad. 


ANDY: OK, let’s get them both in for a second interview. We can talk to Tony this afternoon. 


PHIL: IL117 oo have to be next week. | think he 12....... a Te be at that sales conference in 
Manchester at the moment. 


S] 


“<4 A-C a Underline the correct verbs in italics in this economic forecast. Sometimes both are ‘cia 


Consumer ssavenaina which has been medians so far, 1 1 could / must fall, because of the recent rise in interest rates, sthOURR 
some business leaders predict a further rise. 


The government believes inflation 2 can / might increase to 2.4% due to higher energy prices, but it 3 may / must fall to around 
2% next summer if oil prices then fall as expected. 


Employment growth of 1.5% 4 should / might create up to 3.6 million new jobs in the next 12 months, but this 5 must / should 
decelerate to about 1% in the next three to five years as the economy stabilises. 


Many businesses are having problems recruiting new staff due to the labour shortages. Some economists piiews it is possible 
that wages 6 must / might increase as a result. 


| Some parts of the financial markets have performed poorly in recent months, and this 7 could / must possibly affect credit 
_ conditions more seriously than predicted. The only thing that is certain is that in this economic climate we 8 can’t / might not be 
sure about eamyumingy 


Semenvmreareanacerd possnvassonnansssorensiocs rroogtnecosansanessoresecipete LLOSCCLOUUDUACOASUAASOOOUESOELOGLCOLUELOEEAESLAOYOSYEUEETLOLOCLLECOLLCLCLUGLLLLURLESUDLOSEDLUD‘EIESTLLITELLRILULDAUbsbSeSshacnacesecenecesoctietteetecesbetbeTsaeisit stavecancauusanesacesncsntessceaccpooncnoesocssussodssasennovoncoocenoencececcecoesceces titer canaaamrivgessscceresqescuneie sere 


<a-c @ Complete this conversation using phrases with modal verbs that have the same meaning as the words in 
brackets. Sometimes more than one answer is possible. 


SUZIE: This meeting 1.... shouldn't / ought not. to last long (/ don't expect this meeting is 
going to last long). It's a short agenda. Ah, here we are, room 4B. That's funny. The door’s 
co) 0 tal | a (! expected it to be open). Robert 3 .................0.000. 

(I’m certain Robert has the key). He was using the room yesterday afternoon. 

ALEX: Saran oo. se.cccicnuee. (perhaps Sarah has it). | thought | saw her with it earlier. 

SUZIE: | Know she used the room first thing this morning, but she said she'd leave 
1.0) 9. 1c | > (possibly it’s in my office). 

ALEX: She 6.00.0... (it’s quite likely she still has it). Why don't you call her? 

SUZIE! ... SM@ SAYS Tl 7 .....i0......c0eel (it is probably in her desk drawer). I'll go and look. 

PB rer Geninanizantenhl® (I expect it won't take long) ... Found it! Now, shall we make a start? 


©) 16.1 Listen and check your answers. 


“4 A-C 5 | Write answers to the questions using modal verbs. 


1 Your eoeague isn’t at work toaayy but tyou saw him with his passport yesterday. Why? 


ee eC i i ce 


Pa ee ee ae ay 


OOOO ee ee me meee eee meee e Ree HE OHH EEE ERE T RHEE HEHEHE EHH EES E ORE E EET EERO EEE TOE EEE EET ERE HEHEHE R ER EEE EEE HEHE EEE HHH HEH EEE HE EHE HEE HEHEHE EH HEHE HERE EHEH EEE EH HEHEHE HEE EEE EEE ETERS E RHE EE Hao ae 


i i i i 


Make it personal 


Think about the products or services your company offers. Which will be most successful in the next year? 


Modals 4 (speculating and saying how certain you are) 


a 


i 
| 
H 
i 
i 
é 
i 
i 


: 
g 


i 
i 
i 
i 
i 


vvsnoacosnnoencocedeesnncenivenoventotrneteresconeconovenonianareenseecoentonnceneinnnnt 


7 r F aa ~ 4” . “a. 8 5 . me : ‘ as \ A rerhe Leet. oe cet MEF, ehh Fed oe oe f at Se eat t ‘ ceh oa amas mot Pov h ie ss : 
hit aan = : Pad Hee R te | Pen Mma al hater ET 'stet y eeit ms : i . 
sii : A Aecete oR Ces S ayaNe cSpeiar rol aah pes hula Meee 
_—- ‘ veers = By sua ria 


In conversation, you can use must be + adjective when you respond to news or other information to show that you 
understand how another person feels about something. 


A: They increased our bonuses this year. ®: You must be delighted. 

A: Did you hear about Pete? He left his laptop ona train. 8: His boss must be furious. 

You can use that must be + adjective/noun when you want to refer to the situation. 

A: My boss never listens to any of my ideas. 8: That must be frustrating. 

A: [have to make cold calls to clients but I've never had any sales training. 8: That must be a challenge. 

if you think someone is not being serious or has said something ridiculous, you can say You must be joking! 
A: The Board are hoping to sell the business for £25 million. 8: You must be joking! 


A Only use You must be joking! with friends or colleagues you are friendly with. It is not appropriate with 
managers or people you only have a professional relationship with. 


Complete these conversations using must be and a word from the box. 


furious joking -nervous pleased relieved surprised 


1 A: | have to make a presentation to 1,000 people today. 


B: You must be nervous 


ee ee ee re a a ee a ae 


A: Yes, lam. And | thought I’d lost my notes, but I’ve found them. 
Bi VORL...a4.98 
2 A: I'm afraid Mr Singh's going to be late. His car's broken down. 
B: Oh no! He only bought the car a month ago. He ................ ce ceeteeetes 
A: Yes, he sounded pretty angry on the phone. 
3 A: We closed our first Hong Kong deal last week. It took months of negotiations. 
B: Fantastic! Vous... ste ee ' 
A: We are — and exhausted too! 
4 a: We've been offered a pay rise of 0.5%. 
B: YOU..,.....0..1aeueeee wu... /1 thought we'd get 3% at least. 
5 A: l’'ve just been asked to go to Beijing to negotiate with some new suppliers. 


B: YOU...........<0 eee . You weren't expecting that, were you? 


Write suitable answers using That must be. 


1 A: | travel-a lot in my job. 
p: .... Mat must be interesting/excting ec ccccsccsecceeee Fey ee is. 


Make it personal 


BA arn ree rn id tl ir ees hi. 
/ ; a 

. atnings ANS Ip 

= SS ay 


irprise, happiness or sympathy for them? 


Simple spoken gramm 


Read this conversation between two colleagues ” ; | = 

( Going to the party tonight? 

_ Why do the words in italics make this conversation sound informal . | 
bi ane ee i | 


Yeah. You going? | 


Might do. Depends what 
time | leave work. 


== — 


- pseibezes Bunjesds 


~ A 4 a Full form 
Lt) travelling much these days? | How's work? Are you travelling much these days? 


/ Peop ole often ask questions without ey Ou or are when be is the main verb, especially before an adjective. 


Si "Simple form : | ’ Full form 
‘Tired? Do you want [0 go ae to the hotel? Are you tired? Do: you want to go back to the hotel? 


“You a friend of Carla's? Je _ Beye Q friend of Carla's? 


B Asking questions without do you o or rhave} you 
People often ask present simple questions without do you and present perfect and have got questions without have you. 


Simple form OI SS Fall form bk 

Want some coffee? | = ~ -Boyou: want some coffee? 
Finished your report yet? | __-Have you finished | your report yet? 
‘Gotapen? = 7 } o. oe » Have you for pen? q , 


C Using modal verbs without the he subjects /an and It 


C1 People often say must, can tand ‘may/might as w 


Simple form 
Sorry, must rush! My. taxi’s here. ; ee 
It's six oc lock ‘may/might as well g go homer no Nv 


C2 People also use modal verbs without it, ‘especially in ho tat 


Simple form. ee 
Is this the right roomils 
B: Must be. There’ ae. one! 


3 It ms be There’ sonlyor one! 


ie ‘Sim ple forms of common expr sssions <a © a 


: opie often use simple or “shorter forms of some common nixed € xpressions. 


ince to ical Josh. Trouble/Problem i is, ican t find uke he reed to rea siftbot The trouble /The problem i is, can’t find 
his number. | r ee his number. a 2 


A: How long will ittake to get there? | | A: How long g will it take toget there? 
B: ; Depends on the traffic. 2 > e B: It depends on the traffic. 


A: Is Kristian coming today? ed ee a ee A AD Is: Kristian cc oming today? , - 
8: Don ‘tknow. / Think so. / Not sure. : Eo Ste ak 8 | den ‘tk WW. / I think so. / I'm not sure. 


©) People. only use the simple grammar in this unit tin rf rn i ee and not in formal contexts, 


4 | Simple spoken grammar 


Practice 


<A,B fj Make these questions more informal by crossing out the words that you can leave out. 


6 Do you! ike my ni w travel bag? Ryan bought it for me. 


Are you the lucky person who gets all those t rips to California? 


n’s moving to the North Africa office. 


6 
7 
8 Have you heard the nen 3? 
9 Are you ready for lunch? Lam! | 


10 Hi Shirley! Are yo 


Dear Keith, 
Hoily tells me you were having trouble with the sound 
files for your presentation. Might be because they’re in a 
different folder from the main presentation. Depends on 
the file location. If you like, I'll come and have a look at it 
for you. Won’t be free till 3. That OK? 

All the best, Rodney 


Dear Joanna, 

Have you 

a, Got anything you want people to look 
at before tomorrow's meeting? Must tell 
you in case you don’t know: Richard 
Wilson’s going to be there. Can’t be with 
you myself, though. Really should be, I 
know - problem is, I’ll be in Milan. 


Best wishes, Nikoleta 


inical problems to talk about? 


g to do with the Filewiz programme. 


_-« Test 4: Units 13-16 y 


"=> Test 4: Units 13-16 


Complete these sentences using each expression in brackets once. 


1 Before Eurostar trains started, you - laldin't. get to Paris in under three hours. Now you 
do it in around two. (can /couldn'’t) 


2! Deh eemcca'?. Uke easily work 60 hours a week at the moment, but I don’t think Ill oo... for ever. 
(can /be able to) 

3 Ina few years’ time you'll... pay by cheque anywhere, although you....................06. still use 
them in some countries at the moment. (can /be unable to) 

eee ee ..... come to my office as soon as possible? Ando... bringing those figures with you? 
(would you mind / could you) 

Sa es | talk to you for a minute? 
By OK, ut Ness. ae eee only give you a minute. (may/can) 


Complete the second sentence so that it means the same as the first sentence. Rewrite the words in italics 
using the correct form of the word in brackets. 


1 You can have up to four weeks’ unpaid holiday per year in this company. (allow) 
The company allows you to have. up to four weeks’ unpaid holiday per year. 
2 The new airport rail link means people will be able to reach the city centre in 30 minutes. (enable) 
The new airport rail link «2.0.00... eee the city centre in 30 minutes. 
3 Borrowers can have a six-month break from payments with our new flexible loan. (/et) 
Our new flexible loan ee a six-month break from payments. | 
4 International meetings can take place via video conferencing and so save money on flights. (make it possible) 
Holding international meetings via video conferencing .................0...0ccceeree ...on flights. 
5 Asbestos in the office can be extremely dangerous and should be removed by experts. (be known to) 


Asbestos in the office «oo... eccceeees extremely dangerous and should be removed by experts. 


Underline the correct words in italics. 


zac: You 1 should/shall come to the staff party next month. 

ALI: That sounds great! 2 Should/Shouldn'’t | bring a guest, or not? 

zac: No, you 3 should/shouldn't. It's just for employees. Would you be able to help me organise it? 

ALI: Of course. What can | do to help? 

ZAC: Well, you 4 could/should send out the invitations, or help plan the entertainment. 

ALI: | 5 might/should as well do the invitations. 6 Ought/Shall | email them out to the whole company? 
zac: Yes, and you 7 could/might want to put a poster up on the notice board. 


Underline the most suitable verbs in italics for the contexts. 


1 Youd better / must tidy your desk. We're expecting visitors. [colleague to colleague] 

2 All visitors can/must report to reception upon arrival. [on a notice board] | 

3 You can/have to give me at least four weeks’ notice of your holiday dates. [manager to member of staff] 
4 You d better not /don’'t need to pay the invoice for 60 days. [salesperson to client] 

5 | must/might want to remember to call lan about that trip to Russia. [someone thinking] 

6 We need to/must arrange that conference call with the Rome office. [member of staff to manager] 


Complete the second sentence so that it means the same as the first sentence. Use the modal verbs in 
the box. 


_ 


YORIAI RRR A EARLY IIIA ESSEUAAI SYM CR SLLALIAA RRA HAIRED RRO REC HERON RRALRLAML MORONS OOALAPIRYALIEHUIHORLODN ECD AROOLEIALIRY 


‘could have to _Must not need - Deednit 


1 It's not necessary to wear a suit and tie if you work in the IT department. 
You ....needn’t..... wear a suit and tie if you work in the IT department. 
2 Company rules say that staff should claim all expenses within one month. 
Sian ts. 2c... een, claim all expenses within one month. | 
3 Are you able to look after the French delegation on Friday evening? 
Reorteen th ......... you look after the French delegation on Friday evening? 
4 It’s important to tell your colleagues if you will be out of the office. 
YO sce sessnsaaiseessaementos to tell your colleagues if you will be out of the office. 
5 It is forbidden to use the Internet for personal reasons except during lunchtime. 


Employees ..........0...0..0.05 use the Internet for personal reasons except during lunchtime. 


Underline the correct modal verb in italics in each sentence. Sometimes both are possible. 


1 A: This report can’t/mustn’t be right — it says we spent £1 million on photocopying last month. 
You must/can be joking ... No. you're right. It should/must be a mistake. 
I'd better check the rest of the report. There might/can be other mistakes. 


Well, it shouldn't/couldn'’t take long — there are only six pages. 


n>rnr p> 


I'm afraid transport costs have risen again. We may/could well have to look for a new courier. 

It might not /can’t be necessary to do that if we can renegotiate our contract with our current provider. 
They should/might want to talk. After all, we’re an important customer for them. 

Yes, | think we ought to/can be able to get another 10% cost reduction. 


- 2 2 


Complete this article about energy saving using the words in the box. You can use some more than once. 
ableto can Change could couldn't Don't enables have to | 
‘How about let’s mightwant must need needn’ t should» _shouldn’ t 


cecacaccinconcnaaccneiinie 


AAR ARI LDH MLLER ESSE N I DALURAL KILAUEA ERLE 


Seven steps to saving energy in business 


Slowing down climate change? That 1....ust..... take a lot of money and effort, you probably think. Well, no. 


Some of the simplest things you 2.0.0.0... do are in fact the easiest and cheapest. 

e Energy-saving light bulbs 3 ........0...000.0000.. emit 70% less CO than normal ones. 4.........000..0.000.. yours 
today! 

a |e ae ee leave electrical appliances turned on all night — you 6... save 20% of the 
running costs 

ne nner ...... get all your electricity from unrenewable sources any more. Some energy suppliers 
(ce provide you with 100% renewable electricity. 

e Good insulation 9.0.0... keep in 30% of the heat which escapes through the walls. 

a cco |S rr to try turning down your heating by just VC. THIS V1 occ cece cecceseeee cut your CO, 
emissions by over 5%. Do you 12............ it ee have your office that hot? 13 ......0000000000 wearing 
warmer clothes? | 

e Always ask yourself — do you really 14 0... TOTY? VOUWS o.oo. go by plane if there is an 
alternative. Not so long ago you 16 ................. rely on trains, but these days, Europe's high-speed rail 
network 17 0.0.0... you to travel quickly and efficiently. 

© (ARG Tally, 1B esse scttlen you live without that new phone or that new laptop? Every time you buy a 
product you 19... take responsibility for the emissions due to its manufacture, packaging and 


transport. So, from now on, 20... only buy stuff we really need. 


future) 


Read these two extracts from a phone advert. 


a Which sentence is offering something? 


~“b Which sentence is giving advice / making a | 


_. If you don’t use your 
suggestion? 


phone much, Pay-As- 
-You-Go is for you. 


We'll give you your first 
month's calls free if you 
sign up for our package 


Forming present conditionals C2 You can also use modal verbs (can, could, may, might, 
| should) with future meaning for the result. 


A1 Conditional sentences usually have two parts: the 
condition (if...) and the result. The result happens (or 
does not happen) depending on the condition. 


We might have to meet tomorrow instead, if | don’t have time 
later today. | 
If you order it now, we could get it to you by tomorrow. 


ns | if+presenttense, present tense & Don’t use will in the if-clause. 
_ If you're planning to retraining is a good idea. If you look on their website, you'll find their address. (not 
_become self-employed, | HKyotrrvitteok) | 
You can | put either the result or the caadiien first. | - €3 Youcanalso use an imperative for the result. 
: ae ees —— eee = : : i they atte cary yehethé tothe canteen 
_Wedon't process orders _ if we receive them after 3 pm. 
| the same day _ Using future conditionals 
In writing, a comma is normally used after the You use these conditionals to talk about actions that 
i-clause if it comes first. will or are likely to happen in the future, senenallig on 
A3 You can also use an imperative or a modal for the result. another action happening. 
Don’t get into an unlicensed taxi if you're travelling alone. We'll be able to afford a new car if| get promoted. (buying a 
What should | do if my computer crashes? | | new car in the future depends on getting promoted) 


Using alternatives to if 


Using present conditionals 


You use these conditionals to talk about present facts and You can use these alternatives to if with conditionals to 
things that normally happen as a result or condition of talk about real present and future. 
something else. e aslong as / providing (that) / provided that = only if 
If you want to be an accountant, you have to pass some very A sports centre is a low financial risk as long as / providing 
difficult exams. | | (that) / provided that you sell memberships. 
[t’s important to take regular breaks if you work at a computer. rO} Provided that is more frequent than providing (that). 
e unless = except if 
Forming future conditionals People won't fill in marketing questionnaires unless you 
| offer them a prize. 


: if + present tense, e incase = to avoid a possible problem later 


Ill keep my mobile with me in case you need to contact me. 


: will 7 if + present tense : 


| Wewon'tacceptapaydeal __ ifit’s less than 5%. 


<A 


<@C1,3 


<a@c¢c,D 


A manager is training a new phone operator. Complete their conversation using the most suitable present 


tense or imperative of the verbs in brackets. 


MARGARET: This is the procedure. If two calls 1.... come... (come in) 
at the same time, 2........0.000ce. (pick up) the internal call first and put 
the other call on hold. If there 3.................. _.......(be) a call waiting, the 
VSM Scere (flash). | 

SAM: What 5 ono... cece, (I/do) if there 6.000... (be) an external 
call for someone in the office? 

MARGARET: If YOU 7 oo... eee. (get) an external call for Joe Johnson, 
for example, you 8.0.0.0... (have to) call Joe’s extension number. 
When Joe answers, you usually say who's calling, but if there 
eee eee (be) other phone calls waiting, 10.0.0... 0... 


(not waste) time telling him. Just put the call through. 


©) 17.1 Listen and check your answers. 


Complete these future conditional sentences using the correct form of the verbs in brackets. 


1 if you....b¥y.... five chairs, we.....Ub..give..... you the sixth one free. (buy, give) 
NOW coco aanietins the purchase agreement now, you................ ea a 5% discount on your next 
purchase. (sign, get) 
By Ue ee a: Bees make some workers redundant if we |... more orders soon. (have to, not get) 
A They 0... you for delivery if you... more than a hundred. (not charge, order) 
= 2 ol better if you... regular breaks from your computer. (feel, take) 
OY NM se ieeeevosensinernes my target for this quarter, |... a large bonus. (meet, get) 
F MYO cosccsccssccdiow your Staff a pay rise this year, they ............0....8. happy. (not give, not be) 
S Wiha. ccxuwe..s ss. dans NY MS ct osiectaregsens coset you the job? (you/do, offer) 
9 Ifthe meeting... Srey lg aaa shopping. (finish, go) 
WN tec eseuecaoen: queue for ages if YOU... at the airport early tomorrow. (have to, not arrive) 


Read this online tax information for UK businesses. Write sentences using one verb in the present simple and 
the other with the modal verb in brackets. 


1 If you / not know / how tax will affect your business / you / find out / now. (should) 
| you, don't know how tax will affect your business, you should. find out now. 


See mene eee ee wae ee eee ee ee OE OO re wee ee ee Eee ewe eH reer wenn ge tee nee rere nnaeee ee ser ee Peee rare eeessrearenae reese ees ene vree ese eres ana be ats rsa nee ema n esses ee Heese noses ensereHreeeraneos 


2 If you/ be / self-employed / you / have to / hire an accountant. (might) 


Ce Od 
Ce ee cy 


CC 


7 If you/ not have / storage space in your offices for your VAT records / you / arrange / alternative secure 
storage. (should) 


SS ee a) 


* VAT = value added tax 


8 The police / arrest / you / if you / not keep/ any records, as this is a legal requirement. (could) 


ee i i i eC i ec i i i ee ioe eer eee aay 
ee 


ee 


~<@E Read this advice on backing up computer files. Underline the correct words in italics. 
1 You may lose important documents as long as / if your hard drive crashes. 
You should back up your hard drive regularly in case / unless your computer crashes. 
It's worth running a virus scan on your files in case / provided that some are corrupt. 
If / Unless you want to back up important work, save it on an external hard drive. 
Provided that / Unless you do a lot of work with video or music files, 80GB should be enough storage space. 
If / As long as you don't want to buy an external hard drive, you can rent storage space on the Internet. 
As long as / In case you're not backing up very large data files, online storage can be reasonably priced. 


Backing up is a waste of time in case / unless you can retrieve your backed-up files easily. 


ow on ono WU FF W N 


With online storage you can retrieve your data or files from any computer provided that / unless it has an 
Internet connection. | 


10 /f/ Provided that you have any problems, call us on 0870 432 8765. 


<q A-E 


Finish these sentences so that they are true for your company. 


1 If we get a complaint about our service, ....we.respond. to the customer as, soon as. possible. 


wee ee weet e ne we eee howe seh ee sete see Hee ree Rese Ee Eads weesesreriseseeeseesse es osspee se eeeeeeHemente tenons senses resesse des 


Whenever the price of oil goes up, 


Ce a ee ee eS 


Providing the economy remains strong, 


Se ea ee ee ee 


We won't change our corporate branding unless 


ee ee 


As long as customers give us positive feedback, ............. cece ee eseeceeeeeceeseneenseecneteseeenecesenetersesteesesteneeseerens 


me mmm em mee re meme re OHH O RHEE REE OEE OHH EEE HORSE REET ESHER EEE ERED H EEO DDE EEE TOHREHH OTE R EHH H OSH HSER EAH E EHH SETH HTH ES EH ETE SHEE EH HOHE ED HOE 


We may employ more staff if 


If a rival Company opens in our city, 


eee eee eee ee ee ee ee ee ee eee ee ee ee ee ee ee ey 


If our company makes a large profit this year, 


Pee m em eH ee O HEHEHE HH ETRE EET HERE HH ORS EH HHS ORO REE ORR EOE E HEE HEHEHE HED DEE EE HH HEHEHE OHH ESE HORE ESE ES 


eer eee eee eee eee eee ee ee ee ee ee ee ee ee ee ee ee ee ee 


We offer special incentives to staff providing 


oOo ON A uM BP OW N 


om 


Our company will do well this year if 


ae ae ee ee a 


Make it personal 


Finish these sentences so that they are true for you. 
If | get a bonus this year, |... cee 
If my company moves to a different city, |... 


targets for this quarter, |... 


If someone asks me to speak at a conference, | oo... 


tat 


-90- Conditionals 1 (talking about the present and future) 


_— Business talk: Ne . otiating | 


Sic ae 


j da longa as, on nconditon that stee sca hap and ens In 


. Wed expect all payr : ents in ard ee = 
That's fine bym me, 2 unless { ue reerchonge rate rechanges iyi more shan 5 0, 


in eAfce: 


SEB: So we'd like you to aan to all 20 of our Stores. 


AYEESHA: That shouldn’ ft be a problem, 1 on condition that / unless 
you accept. delivery i in five days after the order, not three. 

SEB: Sorry. That's out of the question. Will you accept four days 
asa compromise? _ : oe 


AYEESHA: | Suppose we might be ablet to, 2 providing / unless we 
receive all orders by ten in the morning. 


SEB: That’s fine by me. And will you deliver at weekends? 
AYEESHA: Yes, we'd be happy’ to do that, 3 if /unless you're willing to pay extra. 

SEB: Well, we might | be willing to4 provided /unless it’s too expensive for us. How much do you have in mind? 
AYEESHA: How about 15% extra? 
I’ Hae afraid. If you can accept that, we've got a deal. 


SEB: We could only: manag at 0%, | 


AYEESHA: All right, we agree, 5 as ong. as s/ unless you sign a two-year contract. 
SEB: Agreed. aren S 
AYEESHA: Great. Let’ s shake 1 


Complete these extrac tet om ‘negotiations using your own ideas. 


1 A: Could you work late tonight? | 
ae ne tn. later EOMOFKOW, MOWING. oo ccccssesseeee Pe ee CE edo 


re ee ee ey 


B: I'd be happy to, if 


2 A: We're looking: for: an exclusive contract. 


B: There shouldn’ G b a problem \ with that, as long a8... See RTCA EE ba Bercy onteenrpecrerceeoree 


3 A: Would you let r me have one day off a week to study for my MBA? 
B: | suppose that ‘would be possible, provided that ...............ceee Pct ee ee i eee eee eae vert ee 


: Would you consider al 


al 
> 


owe price f for the product? | 
B: | might manage that, providing ... ee UL ean RRC ane tad eI PBR =a De 


5 a: We'd like you to colle ot oe from the office every week. 


8: No problem, on n condition that on Macrae ti. Bret Ae tad edt ec EOCENE ES eR iene tee 


6 A: Will you give u us a longer payment period? 


B: I'm afraid not, unless = 


of f three anges you want to make to your working life. Plan how to negotiate with your boss to get 
1. Write down: the compromises you are willing to make using conditional forms. 


Read these comments made by two different managers. 


a Which manager is talking about a problem in the past? 


b Which is talking about a problem now? 


c¢ Howdo you know? 


Forming conditionals about the 
si celeineaaaiinae seaamane 


‘if + past tense, would 4 ~- infinitive 


if we hada good database, we wouldn't waste so 
much time. 


i 


_Ifwe didn’t have such poor _ we’d be much more 
_ customer service, successful. 


You can put either the result or the condition first. 


“would + + ‘infinitive _ if 4 + _ past tense 


| ft would help our exports if we employed more 
people in the markets. 


“Would you get there quicker — if you went by train? | 


A Don’t use would in the if-clause. 


If everybody knew what was happening, there wouldn't be so 
many misunderstandings. (not weutdkroew) 


Using conditionals to refer to the 
hypothetical present 
You can use present hypothetical conditionals when you 


are thinking about the present situation and imagining 
how it could be different. 


If! didn’t work such long hours, | wouldn't be so tired all the 
time. (but | do work long hours so | am tired all the time) 


If he spent more time preparing, his presentations would be 
better. 


If there was just one point 
of contact, customers would 
know who to talk to. 


If we’d given the new assistant | 
better training, she’d probably have JP 
stayed longer. oo 


Yasmina 


fq Forming conditionals about the 


nee ici 


spencer tenn NE eR HE AHSAN EE AT HAT NEAT TS ET NET NE ECO TAA AE MT 


if + past tense, would + infinitive 


: 


_If Kevin had asked me, !would’ve methimatthe 
airport. | 
| If we hadn't checked our we'd have run out of our 

_ stock levels, bestselling range. _ 


 isencconsoasnnon cet RRNA CoRRCH NOLO aOR UNE OND ROS ERIATRIND UE HOLE NI DOIIR SHOR ORE ARHN RAO ASAE ROAR 


You can put either the result or the condition first. 


would have 4 + past if + past perfect 


| participle | 
| Itwouldn't have takenso __ if they'd known who to | 
| much time contact. | 
_ Would we have got a if we'd placed a bigger | 
_ special deal order? | | 


ee ce EEL LEE ER LE EET OE PDS HERRERO 


The contracted forms 'd and would've are used in 
informal conversation. 


if we'd discussed it more, we would’ve decided it was not 
worth doing. 


Would we have won the contract if we'd offered a bigger 
discount? (we didn't offer a bigger discount so we lost the 
contract) | 


Using conditionals to refer to the 
hypothetical past 


You can use past hypothetical conditionals when you are 
thinking about a past situation and i unaginiig a different 
result or outcome. 


| would've got a bonus if |’d hit my performance targets for the 
year. (I didn’t hit my targets, so | didn’t get a bonus) 


<4A,B 


<4A,B 


<A-D 


EI Read these comments from employees who are imagining running their own business. Underline the 
correct words in italics. 


4 
oO ON OO OlClUlUWLYCUWN 


1 


If | had my own business, |’I/ take / ‘d take longer holidays. 

If | would work / worked for myself, I'd be in charge of my own life. 

What do! do /would | do if | was the boss? I'd pay my employees good salaries. 

If | was in charge of my own business, | invested /‘d invest in a good website and good advertising. 
I'd hire the best and brightest people if | own /owned my own business. 

‘ll treat /‘d treat my customers well if 1 ran my own company. 

If | was / would be the boss of my own company, I'd introduce an incentive scheme for all staff. 
Everyone had to/ would have to wear smart suits if | was in charge of my own business. 

I'd earn more money if | didn’t work / wouldn't work for someone else. 


I'd have a flexible schedule if I’m /was self-employed. 


Complete the second sentence so that it means the same as the first sentence(s). 


1 


My colleague travels so much. He misses a lot of important meetings. 


If my colleague __ didn't travel so much, he wouldn't miss so many important meetings. 


| take taxis all the time. | don’t have a company car. 

Es tera eae seed Cee arnseaveee sees eke cee teehee geese ees taxis all the time. 

You don't spend time building client relationships, so you have poor sales results. 
| So a een Se Ure nee eae eee eee Dene ever ene better sales results. 

| haven't done a presentations course. | don’t speak at many conferences. 


PR ee I oak ccs eae en ee at more conferences. 


| work in an open-plan office. People interrupt me frequently. 

WI bree cee acetate ese Meet ee ERE noc so often. 

My boss doesn't have a PA. She's not very efficient. 

BTN NS ree ate tea nttes ae eeneeee eee more efficient. 
They haven't sent us the final order, We aren't able to close their account. 


WCNC: eeeecac sn tens, re er ee eee eee their account. 


3 | Find and correct five mistakes in these sentences. Tick () the sentences that are correct. 


~~ GO Ww & W WN 


© 


wanted 
If you weutdwvant to expand into Europe, would you base yourself in Brussels or somewhere else? 


The job wouldn't have been so bad if there hadn't been so much travelling. “ 

If we'd won the Innovation Award, it gave us a lot of free publicity, but unfortunately we didn’t win. 
Our profits for this quarter would be significantly bigger if fuel costs weren't so high. 

If interest rates would go up, many people would be unable to pay their mortgages. 

If | moved to Stockholm, | have to sell my house, so I’m going to turn down the Swedish job offer. 


If investors had more confidence in the CEO, would they be less critical of the company’s recent economic 
results? 


If they wouldn't have spent so much on the new offices, they wouldn’t have had such cashflow problems. 


18 


<Cc,D Jeff is talking to his colleague, Cristina, about a recent 
unsuccessful project in Guatemala. Complete their conversation 


using the correct form of the verbs in brackets. 


CRISTINA: SO why do you think the project was so unsuccessful? 


JEFF: Looking back, there were so many mistakes. If we 
1.4 started (start) the project in January instead of May, 
Ue ee ea (be able to) launch at the right time for the 
buying season. 


CRISTINA: OK, but | heard that there were delays in sending out 
stock even once the project was established. 


JEFF: Well, yes, we had lots of problems organising the packing line. 


CRISTINA: | S@€@. 3... (you/get) more stock out into the 
market on time if you 4............. ieee (organise) the packing 
line better? 


JEFF: Maybe. | think that’s something that we should look at in future projects. 


CRISTINA: What about the communication problems? 5 oo... (it/help) if more people 
pcs tease (take) Spanish classes before moving to the Guatemala office? 


JEFF: Well, as you know, | studied Spanish for several months before moving. | certainly think it 
5 Se ere (be) difficult to communicate with my clients if 18.0000... (not/know) any Spanish. 


CRISTINA: It’s really important to learn from our mistakes this time. If we 9.0... (learn) the lessons 
from our previous ventures in Latin America, we 10.00.00. (not/have) so many problems establishing 
the business in Guatemala. 


JEFF: Yes, if we 117 ooo... (have) more support from our other offices, the project probably 


© 18.1 Listen and check your answers. 


<@ A-D 


Read this extract from a meeting in a pharmaceutical company. Underline the most suitable verb in italics. 


MAX: The problem is that the schedules for manufacturing and delivery are not clear. For instance, if everyone 
1 had stuck / has stuck to the schedules for the Czech order last year, we 2 wouldn't have had / wouldn't have 
-§0 many delays. If we 3 d have established /‘d established clear schedules right from the start of that order, we 

4 didn't experience / wouldn't have experienced so many problems. 


Tim: Right, so I’ve come up with a model to show how things could be done better next time. Basically, we 
have three processes. The first one is the manufacturing process, the second one is the quality control 
process and the third one is the distribution and shipping process. So, let's imagine, if we 5 received/d 
received an order which needed to arrive in Prague by the beginning of June, then the last shipping date 
6 would have to be/had to be 25 May. So, if 25 May 7 would be/was the shipping deadline, then the deadline 

for quality control 8 would be / had been 23 May, and the deadline for the manufacturing process 9 was / 
would be 20 May. | 


MAX: OK. Good. 


Make it personal — 


Complete these sentences to make them true for you. 
1 If | owned my own business, ... 

2 If! decided to learn a new skill, ... 

3 If! changed my job, .... 

4 \f\'d chosen a different career, ... 

5 If! hadn't met (name a person), ... 


Think of one other thing you would like to change at work, and write a conditional sentence about it. 


You can use if it wasn‘t/weren't for ... to talk about things that make it possible or impossible for something to 
happen. /fit weren't for is slightly more formal. 
If it wasn't/weren't for video-conferencing, our business travel costs would be much higher. 


if it wasn’t/weren't for the high running costs, we'd offer more people company cars. (running costs are high, so we do 
not offer more people company cars) 


oO In formal situations, and especially in writing, you can use if + were fo to talk about events that are possible, 
~ but not very likely to happen. The form were to is used for all persons. 


If the government were to introduce restrictions, we would have to reconsider our present situation. 
You can use if it hadn't been for ... to talk about things that made it possible or impossible for something to happen. 


if it hadn't been for the many years of losses, the government wouldn't have privatised the industry. (there were many 
years of losses, so the government privatised the industry) 


Complete these conversations using if it wasn’t / weren't / hadn't been for and the verbs in the correct tense. 


1 a: Without George we wouldn't be able to finish the report today. 
B: Yes,....44,% wasnt for George, we.%. Wave tO... (have to) / carry on tomorrow. 


2 A: Luckily, Joanna was there and she persuaded the customer to come back the next day. 
B: Y@S, ..........:0.s:ccne-8)e eee Joanna, the customer... (not come back) at all. 


3 A: It’sa shame that the rain prevented us from showing the prospective buyer all the different outdoor 
facilities the leisure centre can offer. 
B: HMM, yeS. .:::..c38s-ciee ay une the rail, Weg eae (show) the client everything. 


4 a: The insurance premiums are too high to hold an open day for the public. 
B: YOS,....0.0e we, Oe the high insurance premiums, we ............. Spe ener rem (be able to) invite the 
public to come and see what we do. 


5 A: Without the backup server we would have lost all the files for the Dubai project. 
B: YS... a the backup, we.......... see ae ditties (have to) start all over again. 


6 A: Do you agree that we would be more profitable if we didn’t have such high costs? 
Yes, undoubtedly. ............c-ccrersisiieeisdene CHO DIQN GOSS, WEL 2 eee (make) a lot more money. 


James Elroy specialises in financial analysis for the airline industry. Read his notes for a client report. 
Write sentences for the actual report using if... were to. 


Possible future scenarios for the airline industry 
1 the UK economy might.slow down -> spending on travel fall 


eee ee ee ee. ee ee eee ee ee ee ee re Se eee Po er ee ee rr ir i ee 2 ee i 


2 the USA could suffer a recession — possibly mean bankruptcy for a company 
like Airserve : 


i ee ee ee ee a ee ee ee ks eo ee ee ee eg 


3 the EU may raise taxes on carbon emissions — European 
airports lose business 


SeeVerererr rere rere ee eer eee eee ee Te eee e ee oe ee eee eee eee Cee eee ee ee eee ee ee ee eee ee ee eee eee eC ee eee eT eee ee re eee ce er) 


CROP RRS eRe Maemo ESE RHR FEST OHHH SEER HE SOSH ETH HHT EET HE HHO HHH TE SHE H SEHR RER OLED STESE HSH SOURED GC OF ROTTS TT SED OORT DAME RE SRO KER ETRE SHEED E SHOE Re TET HEH ETH LEAD TREES E EHF ESET HEHE ERO Re eevee seoeee 


6 airlines might spend more time finding out what customers actually want — they probably see an 
increase in revenues 


Make it personal 


Thin of some things in your job that you would like to happen, but which do not or cannot happen because 
of someth ing else. Write some sentences using /f it wasn‘t/weren't for ..... 


1 What's the news about the factory? were finally told at a me a 
2 Who told the workers the news? oe cat Friday that the factory will close. Sta 
3. Who owed the company millions? | - said the company was owed millions 


b 


B1 


B2 


.: eae ed ee. % tion, workers 
Which SF ivéce-quesudne caveveu answer? After months of specula 


Why didn’t the writer include this information? for conics ii s 


Forming the i aapesaiat peril + + past participle) 


peer simple _ Our products ar are not sold i in hen. [Where a Wherearetheysold? =i 
ae ee ee i 

‘Present continuous |The company's ‘s/is ‘is being sold. _When’s/is it being sold? | 

ei ni Satie coe operons Rass er re ME re eee ot New senna 


Past ast simple | The products were sold ata loss. 


a 


LP Past continuou: continuous | Were they being sold to too chea 


yaa? i 
| Has the company been sold: a | 
| Past perfect We knew the company had been sold L Why. had it been sold? an”: mi 


nansencenascnsscidiepsnonannenateansnsntsosionetsensseancantesNe sien 


| They weren’ t being so sold for a profit. / 


P Present resent perfect _ | The company’s/has been sold 


EVAN FIORE SREDIEOOA TERRA RSE 


esa SALESOOSSONNSS NE SEESOSS OAR NICAASESSSNORSISINESS 


People use the passive mostly in writing. The most frequent passive forms are the past simple and present simple. 
Negative and continuous forms are much less frequent. 


Using active and passive verbs | 


You can often use an active or a passive verb to describe the same thing, but the focus is different. 
Active The CEO bought the company in 2006. (the focus is the CEO) 
Passive The company was bought by the CEO in 2006. (the focus is the eBay) 


Active sentences tell us who or what does an action. The subject of the sentence is the agent. In the active 
sentence above, the subject is the CEO. 


Passive sentences tell us how the action affects the ‘receiver’ of the action. The subject is the ‘receiver’ In the passive 
sentence above, the subject is the company. 


You can use the passive when: 


e your focus is on the receiver of an action - that is what you are talking or writing about. i 
The order was invoiced on 20 May, but it wasn’t dispatched until 30 May. (we are ielesteen in what happened to the order) 
The company has been renamed. It’s now called Heal thtec. 


e you don't know the agent or the agent is not important. You can use the passive to describe processes or procedures. 
_ All our furniture is designed and manufactured in Europe. (the workers’ na mes are not important) . 


e “the agent is obvious or understood. 


B3 


| Kitchen staff are not allowed to wear jewellery. (obviously " their iremployer or ihe ah) 


e vat don’ t want to say who or - what the agent is: =. 
| was s told the wrong time for the meeting. (| don’t want to say he told me) 


You can use by to add the agent in a passive sentence. 


Google was started by two Stanford graduate students. 


Verbs with only passive forms 


Some verbs only have passive forms (e.g. to ue born). Other verbs are usually passive (e. g. to be based (somewhere), to be 
involved). 


| was born in Hamburg, but I’m now based in Frankfurt. My company is involved in several European projects. 


<A 


<A 


on ao u Fb WwW N 


a" a Look at this diagram of an electronics company’s complaints procedure. Complete the description 
using the verbs in brackets in the present simple passive. 


_Complaints procedure 


Technical? p>» Production 


Receive Log it on system _ Complaints 7 Customer 
complaint > Ack > department p> Delivery: > service 


nowledge 


Invoice? > Sales 


As soon as a complaint 1.....us..recewwed.... (receive), it 2... cece. (log) on the system and an 
acknowledgement 3 ....................00 (mail) out to the customer. Complaints 4 ..............0000..... (send) to the 
Complaints department. Here they 5 ..............0....0.4. (read) by a supervisor and they 6......................... (categorise). 
COMPIAINGT a2 ensca (pass on) to the relevant department. For example, if the complaint is about a 
technical fault, it 8.00.00... (forward) to the Production department. If it concerns a delivery, it 

Birra auesae (answer) by the Customer Service team. Invoicing problems 10..............0...0.... (sort out) by 
Sales. Our company 11..............0..0..0.000. (know) in the industry for our good customer relations and we try to make 


sure that complaints 12 ........0.00..0000.0... (not leave) unanswered longer than six weeks. 


b The Complaints Manager is discussing a complaint with her assistant. Complete her questions using the 
verbs in brackets in the present perfect or past simple passive. 


Manager | Assistant 

1 Has i been logged (it /log) on the system? Yes, it has. 

2 MeN o  eee .. (it/receive)? We got it on 12 May. 

SE | 6.) a er (it/send)? It was faxed. 

OO ee aiid cinisacueineiinaces eee (an acknowledgement / mail out) yet? No, it hasn't. 

B WER oo no.so coc cccscccesecscesscaesessevenens (it/send) first? It was sent to Complaints. 
@ Whichhdepartiient -............ csemamecniewews (it / forward to) after that? We don't know - it’s lost. 
De ee ee (the customers / contact) at all? Yes, they have. 
nce uae ee arsinni eee (they/ask) to send a copy? | think they were. 


Complete these sentences using the verbs in the box in the present continuous or past continuous passive. 


next year - I'm going to be a director at last. 
A colleague of mine .............0..0.000.0. for selling confidential data. She leaves on Friday. 
Our computels ..........0.o after all, but the software... to the latest version. 
Some manual workers ........... es cee weekly until last year. Now they get a monthly pay cheque. 
| left my last job because | so eu hneose . My boss used to shout at me. 
The accounts .......00... cee. next week. There'll be a team of five or six people doing it. 
2 EA re to work longer hours to finish a contract by the end of next month. 
The directors of a major bank..........................in the press at the moment for receiving large bonuses. 
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<A,B 


the passive form of the same tense. 


Product recalls for faulty toys 


More than 20 million toys I have 


recalled this year because toxic lead 
2 found in their paint. If lead 3 swallows 
by children, it can cause serious health 
problems. Toy makers 4 have cancelled 


orders for other because 


they 


5 contained small magnets that children 
could choke on. 

The chief executive of one leading toy 
brand said, ‘We realised our standards 
6 had ignored and our safety procedures 
7 had not followed, so we took action.’ 


Read this article about problems with manufactured toys. Where necessary, change the active verbs into 


Contracts with many toy suppliers 
8 have suspended. Toy manufacturers 
say that new inspection procedures 
9 are putting in place. ‘We will now be 
routinely testing all toys before, during and 
after painting, and toys with magnets 10 are 
currently redesigning,’ said a spokesperson 
for the industry. 


ee SS 


he ae bd t 


toys 


<4 A,B1-2 Underline the correct form of the verbs in italics in this letter to a business advice website. 


Last month | 1 was sacked /have sacked from my job as an accountant. | 2 had been working / had been worked 
for the company for a year, and 3 was doing / was done well. Company policy 4 states /is stated that we have 
to use our Own email accounts for private communication, so | 5 applied / was applied online for another job 
using a webmail account. | 6 have invited / was invited for an interview and so | 7 asked /was asked for some 
time off. Naturally | had to lie about why. The day before the interview, | 8 told/was told to go to the MD's 
office. He 9 was shown /showed me copies of the emails | had sent on my webmail account, and 

he 10 was sacked / sacked me there and then for gross misconduct. As | 11 was escorted / escorted out of the 
building by another manager, | 12 was informed / informed that spyware 13 had installed / had been installed 
on all computers to monitor activity. We 14 had not been told/had not told about this and | feel that this is an 
invasion of privacy. 


<4B3 a Look at these security measures taken by an investment bank. Complete the sentences using the 


passive and by so that they mean the same. 


e CCTV monitors the entrances to the building. e Antivirus software scans all computer files. 


e Security staff search every employee. e The IT group backs up the data on each server. 
e Receptionists check visitors’ identities. e Fire safety officers test the fire alarm on Fridays. 


e An outside agency tests members of staff @ 
randomly for drugs. 


Managers train their team members in fire safety 
| procedures. 


1 The entrances to the building .....AF&. MONUOKEd DY CO cece eects eeseteetseesesesseeectesteeteseeneneens 
AVC BYE 109] 3] ON 21 oe Raga ee tO Ve ee eee een ee Cee ne eer eee ec eee 
Visitors’ identities .........0.....0... sf ER gcd nde ee ncaa ps cade vote oe ocaessioe te oenean eae pede ee ’ 


DMSO SES OF SANE eo os cecconsoedecnecresreesneamndarniceesn tell Ramee ea Oca ealeceu mCi Rane a rvestv osama 


TNE CA TCA SOE rnc oobcescarco sins bavevaudedee Sovccndvcadsentumadbesiadessiesasteeeesandeetoinadaevailstaeeicetleoeteuybisesdsoac: a ; 


2 
3 
4 
OUNCE Ne a co cicenvvtnienestbvadmsRied dawmniadhons 2a HER RP pti ama MENE eon yishewtoyntnn adden nyibid ha instilea Raa ebeabnee etme ae er 
6 
De We ME A AANA cos. sateen casinos paec ntfs lst hg inde EN ap sed Sau ed Doge Sto ee 
8 


Here 20 al Scag | © 1c eee nner) Ve OE TU NDE nny Fen eee SE Ee NE Tee un C ET NCO ne ey eRe erate et 


Write a short paragraph about a set of procedures in your organisation (e.g. complaints, health and safety, 
employing new staff). 


98 The passive 1 (forming and using the passive) 


ae 
ee i 


| talics so that the email sounds more impersonal. < . 


int 


Dear Ms Binks, : 


1 Our Order Department has forwarded your email of 2 April to me. I was sorry to learn of the 
problems you experienced with our recent service and that 2 we damaged the goods in your last 
order during transportation. I understand that the damage was caused because 3 we had not packed 
the goods securely. 4 I have investigated the matter and 5 we are reviewing our packing procedures. 


I hope you will accept my apology for the way 6 our Order Department treated you. I do accept that 
7 Ms Smith did not handle the matter properly. As a gesture of goodwill 8 I am crediting the sum of 
$300 to your account. I apologise for any inconvenience 9 this company has caused you. 


Yours sincerely, | aa 


Ivan Hough — | | 


Customer Relations Manager | 


Bie crt ree Die Sear ATENEO EONS 


i 


Saver Ueeee erent seennene 


ehae Oe ee 


2 ee ee ee ee ay wnenree Cees ree e eee nae Tete eee eee es 2 ee 


Cee a name reser nese nnese teen esose 


2 
3 
5 


teetes a ed hee eee eae * Peete cee eee eee ee ee ee ee ee a a) 


oe 


nen w en 


want to leave in the active i | 


rite the verbs 


PP. 


tion letter more formal 


in italics using a passive 


; a 


th 
where | got a first class 
educate, award, elect 


d CV, | studied at Bristol Gramma 


: , e University of Manchester, 
egree. While at Manchester oes 


sident of the Debating Society. 


Cbevoetunrtrcenceeueces 


eeeeerevearerere 


ee eee ee ee ee ee ee 


our department, 


The passive 2 (modal verbs, two-object verbs, 
have and get) 


A manager is talking about a problem. 


Who do. yeu think is responsible for the promiene 


5 the manager 


b Angela 


Cc someone else 


mm 


Al 


A2 


The passive with modal verbs and 
used to 


You form the passive with modal verbs (can, could, may, 
might, must, ought to, shall, should, will, would) with the 
infinitive be + past participle. 


- |Active — oo 
| Active | Passive 


—— | 


ecan sell this product. | This product can be sold. 


‘UDALIHDSEOLSOLADSIDDSERDPDIEDODISDRDIRAOSEIUIDDIICEDIESDMIMLOLORDOLCSCOPSEO DOU PINCEDAOMIPUOLAOUAP ADOBE 


YR OLLI RORLEMILMI TYAS SOLIOPULDIOCOMORLLOODHYL 


| + We ought to sell this 
| __ | product. 
| We mightn ‘t/¢not sellit. — 
: | Should we sell it? ‘Should it be sold? 


| How can we sell it? How can it be sold? : | 


LARPS SERURSESERD OOOH SLEESLOUAYIN EOD CEP A OA YALL OOO ETL TAA EN RERIRMROUSTREATE 


It mightn ‘tinot besold. 


LOLOELOIRAIHE A 


| 
(This ieee ought to be | 
| 


l? 
| 


Negative statements and questions with ought to 
are not very common. 


You can use the passive with modal verbs when the agent 
is unimportant, obvious, or when you don't want to say 
who the agent is. «@See Unit 19 (The passive). 


Our products must be based on the best market research. 
These production schedules might not be sent out tomorrow. 


You form the passive with used to with the infinitive be + 
past participle. 


A Used to always refers to past situations. 
“@See also Unit 8 (Used to and pitas 


| We used to sell this 


This product ised to be 


_| Product. __ | sold. _ 
| We didn't use tosellit. | Itdidn’tusetobesold. 
| Did we use to sell it? : Did it use to be sold ? 


: ? | Where did they use to 
|_| sellit? 


| Where did it use to be sold? | 


vsnaesnsetseseeianennnacanennnasnndl 


The report won't be finished 
by Friday. It can’t be done. Do you 
‘x__ think Angela should be told? 


The passive with verbs with two 
objects 
Some verbs take two objects (e.g. give, lend, offer, promise, 


sell, send). Either one of the two objects can be the 
subject of the passive verb. 


| Active 


isis asia iad ik iia cal A ia a a: | 


‘lpassive 


_—e 
i 


| They give each visitor “lei visitor is given a gift. 
no _ A gift isgiventoeachvisitor. 
SEE Te 


(The firm sold defective | 120 customers were sold 

parts to 120 customers. | defective parts. | 
| Defective parts were sold to 120 | 
customers. | 


4 nomen ete COREE ORE TEM OHIO 


csinmnncontennerneanenienoncseesotin 


oO The first passive sentence in each pair above, where 
the person is the subject, is more informal than the 
second one. 


Have something done 


When you ask or pay a professional to do something for 
you, you can use have + object + past participle. 


We had the scanner repaired when it broke down. (we paid 
a specialist firm) 
They're going to have the office refurbished in May. 


1») Passives with get instead of be 


You can use the passive with get instead of be, and in the 
structure get something done. 


He got fined €100 for parking on a corner. (more formal = 
He was fined) 

| got a suit made in Bangkok for $400. (more formal = 

| had a suit made) 


A The get-passive is quite informal. Don’t use it in 
formal situations. 


The get-passive is much more common in spoken 
language than in writing. 


<4A1 


<A 


<B 


a] 
LI 


» 
wd 


Rewrite these sentences using the passive. Use a phrase with by for the agent where necessary. 


1 You can reach Gina Patel on 02288 33754, or at gpatel@wiscx.com. 
Gina. Patel. can be. reached. on 02.288. 33754, or at | 


4 « . 
Pome e aOR OOO CORO O BERET EH OOHRS CH CO HEE RARE HOHE eRe DET SEES OOS EC ESOS ESS Bese Tees eee ESE TEL Coe ETE MTB ERA e EHO E EEE EEE TS EFCC ODEO SHOE ER EHO RHO EES ORT EH ECO HT EEE EOE TOO E EOE OE 


CORRE REESE SSH OAH EEE ETH HEHEHE TSH HSHS HEH HOHT HES HSH SHTHEHSE SHE HEHEHE HSEHEHEHHEE SHEESH HEH SESS SESEEHE HSH SH EH ESTES EHR EHEHHHEEH ESET ETS EHEEHHEHE HEHEHE OEHEHHESHO HEHE PHP HET EHH OTOH EHH ERE HOHEOHOHHOHHE OTOH HEHEHE HERETO EH OBO HHO HEHE 
Trrerceecrrerecre rer TT ere ee ee ee eee eee eee ee ee ee ee eee ee ee ee eer ce ree ee eee ee ee re ee eee ee ee eee 
errr rrrrrrer Terre rere ee eee ee ee eee eee ee eee ee eee ee eee eee ee eee ee eee ee eee eee ee ee ee eee ee ee eee ee ee eee eee ee ee ee eee eee eee ee ee ee ee eee ee ee eee ee ee ee ee ee ee eee eee ee 2 er 
CCRT Tr eC ee eT eee ee ee eee ee ee ee eee ee ee ere ee eee ee ee ee eee eee ee ee eee er eee er ee 
COPPER REESE HSH TEESE SEE HEHE EEO EEE HEHEHE EHH OEE HEE EET HSE SEEHHEH HSE E ESE HE THEEEHEEHE TEESE EHEEHEEEEH SHOE H HET EEEOHHHEEE EEE EEE HEHEHE HHT EHS HOHE HE OOOH O HEH SHORE OOH O ROE 
ergata the steie fovea! etcielevsieieis cic seis o\otevore see c's cidis ee (ope eatoie ote eile eicrre'e © ote, oie Uieneve.16 an5,olers oyoigsavn auaseioic stale ove olcseicyeiecoie Sieur teiece rs otejere ores ele gists wie re oreo .etetereierereee aa tetera ib rolero Zero te vee Caer e Tate TeT acens ais luca Svosera taal te ete ave. aca ave aie teen ee 


POOH HT THE HEE HEHEHE HOH EEE OHH EEE EE HHH EHH ESOS E REET OE HEEEESE EEE ESE HH HEELS SETHE EEE EHH EET EHHOEEEE SEH EH EEE EEE EEE ROH EE HEE OEE EEE EEE HE EEEE OREO EOE HEE EHH EEE EHO EHO HOO E ROOTES 


Jakob Nussala gives training courses in project management. Complete this interview about his work . 
using a passive form of the words in brackets. 
JOURNALIST: What are the main issues you deal with in the training you do? 


JAKOB: Well, project management is very complex. It’s mostly about asking the right auestions, Before 
a project, you have to ask whether it 1...can_be. done. (can/do) . Is it likely that everything 
: Oe nearer (will/ complete) within the timescale? What resources 3.0.0.0... (will/ need)? And so on. 


JOURNALIST: Yes, and even if people prepare before a project, the follow-up 4.000.000.0000. (may not/do). 


JAKOB: Yes, the follow-up 5 ..........0..0.0.. (must not / forget). We train people to ask the questions: How 
Be (could / things / improve) next time? What 7 ...........0.0.00.000.- (ought / change) in the future? 
ert ees (could / the next project / complete) more quickly? Which people 9 .....0...0.0....0.00000.. (should/ 
inform) of the results? So, you can see, there are a lot of complex issues. 7 


©) 20.1 Listen and check your answers. 


A company is planning to expand their business into Vietnam. Complete this extract from a meeting using a 
passive form of the words in italics. 


KIERA: Right, so how’s the research into the Vietnamese market going? 


REX: Well, 1 someone lent Hilda .... Huda. was lent....a helpful book about doing business in South East Asia. 
Also, 2 SOMEONE GAVE NEL 2.0... ceececceteeteetetseteeees some useful information by a research agency. 

KIERA: OK, then make sure 3 they give that infor MAtion ...........0.00cccccecceceseeeeee to everyone involved in this 
project. 

REX: In fact, Hilda said that 4 people have sent het ...........0..00ccccccceeceeeeeee. a lot of literature about business 
opportunities in Vietnam. And 5 they've offered her ...........0..ccccccccccceeceseees the chance to visit Vietnamese 


companies when the team goes there next month. 


KIERA: That's fantastic. Now, our last Asian campaign was really successful - 6 they sold 1,000 units 
ee eee Litesssseseeee, CO Japanese customers as a result. 


ANNA: Yes, 7 they promised ME ................cccccccccceeceeeees a promotion after that campaign, but I'm still waiting ...! 


KIERA: Thank you, Anna. Let's try and keep to the agenda. So we're planning something similar for 
Vietnam, with a launch at the trade fair in October. 8 They will send examples of our new product range 
Se ee ree ets to our local agent a week before the fair. Now, let’s just check that everyone 
understands their role in the project ... 
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<¢c,D Al Read these comments by different speakers and answer the questions. 


ULLA: | had my website designed by a local firm. 

KIRSTEN: | got contracted to design a website for a new online ticket agency. 
GIACOMO: | got my speech written for me by a professional speech-writer. 
JOAO: | had written a speech for our sales conference last year. 

YUNIS: | had paid twice without realising it. 

ELENA: | got paid extra for running the firm’s stand at the exhibition. 


answer 
Who wrote a speech? Jono 


Who received money from somebody? 


re ee 


Who asked somebody else to design their website? 


ay 


secre weno reseene 


Who paid someone to write a speech for them? 


1 
2 
3 
4 Who gave somebody money? 
5 
6 


Who designed a website? 


<4A-D [ Complete this text using the words in brackets in a passive form from this unit. 
Using the collective brain 


How can one scientist 1....Wave. millions of 
scares done... (have / do / millions 
of searches) on millions of computers 
without doing anything himself? The SETI 
(Search for Extra-Terrestrial Intelligence) 

_ institute has found the answer. They have 
produced software that is downloaded 
to millions of computers and then scans 
the universe in the hope that radio signals 
BP cece roouanee oeeare es onsen! (will / pick up) 
from intelligent beings on other planets. 
The theory is that extra-terrestrial life 


eee eee ree (should / detect) 
more easily this way instead of ee 
: ne eer (get / do / Seu 6 


the same searches) by one or two large 
computers in an observatory. 


Well, a similar principle 5.0.0.0... june (could / apply) more and more in big businesses. The idea is this: 


large corporations 6 «00.00.20... eee (have / make / predictions) about the markets by their employees. . 

NDS espe grccenncai (can / do) via the company's computer network. Hundreds of employees then 

make a prediction about something specific. For example, if 200 out of 250 employees all think a new line 

will not sell in Europe but 8 «0.0... (could / market) successfully in Asia, this might be more 

reliable than if the company 9 ............0....0..0.ceeee (have / make / the same prediction) by a team of experts. 

Employees who predict the right answer 10.0.0... eerie (get / award) prizes or small bonuses. 
arse n Lalani 


“You dor fad 


e th i08: ded for noting 


sing the passive with oe or Soe 


The passive 2 (modal verbs, two-object verbs, have and get) 


Po 


~ ) Write for business: Using expressions with 
modal passives in reports 


oO Here are some expressions based on modal passives that are very common in written business reports. 
They are less common in informal speaking. 

As might be expected, there is intense competition between manufacturers. 

It should be noted that these rules apply only in EU countries. 


Exchange rate variations should be taken into account / considered / included. 
The cost of transporting the goods should not be forgotten. 
This can/could/should be seen/regarded as a major business opportunity. 


It could be argued that the over-60s are our most important market these days. 
Expanding into South Asia may/might be described as the most exciting challenge we face. 


As can be seen from Table 4 of this report, sales of soft drinks have increased sharply. (refers to places in a text) 
We are making good progress in some new markets, as will be seen on page 28. 


4d Don't add the subject it to as can/will be seen (not as-#t-can-be-seen / or asitwill beseen). 


4 Rewrite the words in italics using a suitable passive modal expression. 
1 You could describe our customer base as mostly well-off, technically-minded over-50s. 


Our customer base may/might be described as 


i a i i i a a ee ee ee ee ee a ey eC OC ERC OTOH ESOT TESTE HH TOT HEH HEE RO EE EESS ESE OH EHS EHH HOHE ROR ERASE SEHEESE ETH HEH STEED REESE SHEE HEHEHHOSHHRES SHEETS EH SHEE DEER EL OTE EEHESEHHaee 
Demme wm erm w ee eee eee HOH HEHEHE ESSE EERE HORE HHT OE ESET SHORE ERE ROOT HER ADOT S AEROS AEE OTHE THEE EE ET OSE THE THHEHEH HEHEHE ESTE SESER SEE HEREEREETHS REED EDREDEREKS SHE HRHRERSSHSEHHEREE HEBER EEE HSHEEEEEES 
BORO Ree Pe mee Me eB EHO eT OSES ORES SEH H HOKE SOLON SEHD EE ENN Se Ow RTE ET CHESSER ESTHER ETH SEETHER EOEHERETH ORE EH OEE ES EHH HHH HEHE ERETESEE EEE HEHE HSH EEHHEHSERTTH AHHH HE EEHHHRHEET HT CSB EHD 


PO Re mm eee mee eee eee H RARE MEMEO RM eB eR EE HEHHHEHE REE HO OTT OTST OER RAEN REM ERSET SES EER EEE OSE ERHHHHE ETE RET SEES EHH ERE RESO E HERES ESHEETS ELH ERED TH THESE SETS SEE HEHEHE TEEHEREHOHSHSEHHEEKH HEHE RET SHORSHESH OES 


5 We'll see on page 40 of this report that growth in the airline sector has been slow. However, we should take 
notice of the fact that low-cost airlines have generally done better than large, national carriers. 


Beem mee w ee eer wR eee HEHEHE E ORR HRS HERE DERE HERETO SHEERS HOH TEETH STD HET ETH RETR ESE RHEE RES HE SEE ESSE RESETS EERE EHTS ASH SHE SHEESH EHEOH HOHE REET HTEHSTETHOH SHH HUH HAR THES OS ESSE RETEST HHH ESO HAO SE SHEET Ue 


mee wee wee we Be EE HEHE HOHE SE HEHE SESH ESO R HTH HEE ESE OH OTOH HERR OR DEE OH HEHEHE RESET ESHEETS EEE EEE EO SE DET EHEHHHHO HET EES O ESET EHREHHESHHRREHETHEHEHEEOHAS EE HELA HH EHHTEHETSOEREMOD OOHRS SAHREHEEOH ERED 


7 You could say that this is the wrong time to launch a new facial cosmetic range, but our market. research 
suggests the opposite. 


DOP e ew eo OHHH EHR SHEAR ARH e REO R TSO RES S HOO TECH E ESL Oe SoHE E EH ODEHT SOTO CHEST ETE THEO HHHEEETERESE SHOES E EEE HH ER ETE ESHHREEHRE SHH EHEHEEEH HTH TH HEE HRSESHTEHESEHEH ETH DOTHRER THOS EHH HEHEEHH HASTE SHEE KE EEE 


POORER OR OHO eRe ee HERE HHH EHH EH HEHEHE ERS e wee mE RHE HRS HE SRE SOCT OOH ON TA STH wed eEEEESOTHSE SETS HE THO SERS EEK ESHHEHEEHEH HEHEHE HEH HSE HHRHEHEHHHEOHT HEHE HHAHHHHHEHEHHHTHTOHESH OK EHHEE ROKK EEE ORE EDE 


Think of: 


a something someone did at work recently which could have been done better; 
b something important that must get done within the next month; 


¢ something you are going to have done (e.g. something repaired, changed, redesigned, replaced) 
at your workplace or at home. 


Read this comment from a manager to his team member, Lucy. 


_ What words does he use so that he doesn't offend Lucy? 


Making your meaning clear and avoiding 
misunderstandings 


3 


f Lucy, I'm sorry. | think there may be \ 
4, aslight misunderstanding. We're not 
“Sy advertising the new position yet 


ther words, let me put it this/another way, what! meanis, what I'm saying is, what I'm trying to say is. | 


mean and in other words are the most frequent. 
is aia EC allies, 
ng is just a paid form of non-personal communication. In other words you're paying a company to put information about 


i] r product into some sort of media. 


‘We need to be proactive. What I mean is we need to see where the market is going before it happens. 


i:3 Correcting yourself and other people 


B2 


C2 


You can use these expressions if you need to correct yourself: 
! don't think that’s right, | mean/meant, | should have said, | think I've got that wrong, my mistake, 
(Oh) sorry, what I really/actually meant was. 


oO People often use them together. Sorry and ! mean are the most common. 


It’s room 463. Sorry, [mean 436. 
So, it’s model B66Q. Oh, sorry, | think I've got that wrong. / My mistake. | should have said B660. 
| said we deliver in 24 hours. {meant / What | actually meant was we process the order in.24 hours. 


It can sound rude if you correct someone else, so people often use indirect expressions such as | think / Are you sure? and 
verbs such as may and might to soften what they say. 


You wanted to speak to Henri Velbon? Ah, | think you may have been given some wrong information. Henri isn’t in this office; 
he’s in our Paris branch. 


A: Angela thinks the new Health and Safety Directive doesn’t apply to small firms. 
B: Really? / Are you sure? /I think you/she may have got that wrong. /I’m not sure that’s right. 


Misunderstanding and getting things clearer 


You can use these expressions if you don’t understand what someone is trying to tell you or 
if you want to ask them to make things clearer: 
Could you explain that a bit more (for me)? I'm not sure | know what you mean. What does that mean (exactly)? What is that? 


People often use them together. 

Operational cost pairings? Could you explain that a bit more for me? I'm not sure | know what you mean. 
A Say explain something to/for someone. Don't say explair 

Could you explain the process to/for me please? (not Ceufd-yeu-explain-methe precess- please?) 


People are often polite and indirect about misunderstandings in order to maintain a good relationship. They use ‘softening’ 
words such as maybe, perhaps and slight. 


Perhaps I've misunderstood (you)? / Maybe I’ve got it wrong? Did you say we have to pay the insurance on the goods? 
(I'm afraid) there’s been a slight misunderstanding. /1 think we may have misunderstood one another. We thought you were 
going to send your legal representative to us today. 


A Don't say (/ think) you're wrong as you might offend someone. 


Making your meaning clear and avoiding misunderstandings 


Practice 


<A A? Complete this interview with a nurse about performance audits using expressions from A. Sometimes 
more than one answer is possible. 


NURSE: The problem is that we have so many audits but we don’t make any connections between them. 
1 Let...me.pul % another way, the management do all these audits but they don’t look at the whole picture. 


RESEARCHER: Can you say more about this? DW cx, Ws Abs detent ,can you give an example? 

NURSE: Well, | wasn't happy about the last audit they did here. 3 What......... Te ee ee there were problems with 
the last audit process. The nurses weren t prepared fort Al caus aes , they didn’ t know it was going 
to happen, so they couldn’ t do their jobs properly. So 5 in. ..we need to know before the audit 
people come in. 

RESEARCHER: Do senior management realise that? 6 I. ocsstisusseeesteseeeeey Nave they said, ‘OK. We'll tell you about it 
next time’? 


NuRSE: Not really. And th. her thing is the staff can't change some of the things either. So 
T het ooee.oecccsssssss...2 the audits make recommendations but we Horr t have: the authority to make the 
necessary changes, and that’s the trouble. 


~<4B Complete this conversation using the information in brackets and expressions from B. Sometimes more 
than one answer is possible. 


is So, we're suggesting a 15% discount to customers who fly with partner airlines. 
ON, sorry, | mean 10%... (corrects himself — 10%). 


AHMED: Yes. We trialled that in the high season last year. 


piRK: Actually, 2.......................... (corrects Ahmed - low season) 

JENNA: Yes, it was January TO May, 3 oni nt as .. (corrects herself — March) It looks like online bookings went up 
AHMED! Ab vivcssssnsuscsncensnneaane (corrects Jenna - be went down 0.2%) 

JENNA: Oh, 5 .0......0.ccc cee (corrects herself) I'm reading the wrong column here. Yes, online sales were 


actually down. 
DIRK: But | don't think we should rush into an exclusive deal with Fla nnair. 
AHMED: Well, no. That's never been c our intention. We know that would be crazy. 
DIRK: Yes, sorry, | didn’t mean that. 6.0... (explains what he means) we should look at one or two of 
the new carriers too, such as Streamjet or Air Atlantic. 


AHMED: Right. Yes, well, Streamair, 7  eperagiieenancennsyns CCORERTS himself — Streamjet), are doing well on their 
Scandinavian routes. , 


<ic Complete this customer’s phone conversation with an insurance clerk using the information in brackets 
and expressions from C. 


‘CUSTOMER: 1 PLaLy st 
(ask for an explanation of the differant car insurance soaiaes they offer) 


_ CLERK: ‘Well, there are three basic types. OK? First, there's third- “party insurance. 
CUSTOMER 2 F tepcacryerssvusteenenen artes. es _(ask the clerk to explain what it means) 


CLERK: Basically, it means you're insured for 1 damage to other people's « cars. Then the second type is 
third-party, fire and theft : , 


CUSTOMER: 3........ ee oe LN Wa sere lh oe er te tate her to say more about this) 
CLERK: It’s the same as the first type, but you're also insured if your car is stolen or if it’s damaged in a fire. 


CUSTOMER: fb. neice aye (chec k if you misunderstood) So, with the second type my car is 
insured against some things? 


CLERK: That's right. And finally, there’s a comprehensive | insurance. 
CUSTOMER: 5... De ey barat aman espa ... (say you don't understand and then ask her to explain this to you) 


; CLERK: It means you're insured against diane to your own and other people's cars. It basically covers 
everything. Why. don't you give me ® Yur name and phone number and | can arrange for an agent to call you 
with more details? Ae + 


CUSTOMERS Gon ecicsencesssteetpenese- es Me eee (say thane’ been a puisunderstancing) I'm. not ready to buy a 
policy. | was just interested i in the types ae are. 


SS 5.1 Listen and compare your answers. 


e 
y t , - _ \ ; ota Rectan es , he 3 est | 
a e eS ge : Sr 2 SO ee tek oko 
»~ @ Fe 7 on > Ne - yt fd Sane aHNS roe 
: & ri a ; ess so eR, re tee ie 
o ® Ay a 5 Pe % St phe eet 


1 Complete this article using the verbs in brackets with will/may/can or in the present simple, or an 
imperative form. 


What not to do before you start your own business 
Most advice tells you what you should do before you start a business. Here are nine things you shouldn't do. 


e Don't get a business bank account. Your personal bank account 1 ....wit.. work... (work) perfectly well 


if SomeONe 2... (want) to write you a cheque, or if you 3.00.0... (need) to pay for 
something. | 

e Don't get a loan. If you 4.0.0.0... (get) aloan from anyone, you 5.0.0.0... (have to) pay back 
much more than you br ow. 

e Don't waste moneyon,. | 2nsive advertising for your business. If you 6.0.0.0... (spend) all of your 
savings on publicity, you 7 «0.0.0.0... (not have) any money left to pay yourself. 

e Don't hire a lawyer. You 8.0.0.0... (not need) a lawyer unless you 9.0.0... (break) the law, or 
someone else's lawyer 10... (contact) you. 

e Don't hire anyone. If you 11 oo... (do) the work yourself, 12 ......0....000.000. (not waste) money on 
paying someone else’s salary. 

e Don't buy expensive office supplies. If you 13 00.0... (need) a pencil, you 14.0... (find) 
one somewhere in your house! 

e Don't buy any equipment - rentit! If it 15 00. (not be) something you can rent by the day, there 
Wise neteg oi cise: (be) another local business you can rent it from. 

e Don't try to find a partner. What do you need a partner for? If you, the inventor of your product or service, 
7 e.... 8 2 (not sell) it, no one 18... eee. (be able to). 

e Don't get a business phone number. If someone 19 ........0..0.. (want) to call you, 20 .........0. (ask) 


them to call your mobile or your home number. 


2 a Five children answered the question, ‘If you could run your own business, what would it be?’ Find and 
correct one mistake in each answer. 


1 If dthad enough money, I’d open a small hotel ....!..44..... 
2 If | had the choice, | would want to run any business — too much hard work! 00.00... 
3 If! had a business, it must be a bus company. Everyone uses the bus! ............ ee. 


4 \|f| would choose any business, I'd love to breed dogs or any other sort of animal. People make me crazy! 


ee ee ry 


5 | volunteered to help anyone in any way that | could. ...........0...00.0... 


b Five retired employees answered the question, ‘If you had run your own business, what would it have 
been?’ Correct one mistake in each answer. | 


1 If I'd had rich friends, | would sold art because my passion was aft. .............. 


If | would be richer when | was younger, | wouldn't have worked at all. | hate working! ..........0....00.0. 


2 
3 Ifl’d graduated, | started an international university for students from all over the world. ................:0.00+ 
4 If\'d been able to raise the money, I’d had started an air taxi service for executives. 00.0.0... 

5 


| don’t know, but if | would have started my own company, my staff wouldn't have had to wear suits and 
ISS ter, 20m Se, 


Test 5: Units 17-20 


3 Underline the correct words in each sentence. 
1 If ‘m/were you, | ‘Il speak /‘d speak to the CEO first. 
If you ‘Il arrive / arrive late, my PA will show/ shows you where the meeting is. 
If we ‘d give /gave a discount, people would place / placed bigger orders. 
If it wasn’t / was for the rise in fuel prices, we wouldn't be asking /‘d be asking for a pay rise. 


They ‘I! offer / offer the job to Kristina unless Su Young doesn’t contact / contacts us by 6pm today. 


a wu Ff W N 


We won't take /‘Il take our stand down before the end of the conference in case delegates will want / want 
to ask us more questions after our presentation. 


7 Management are /aren’t happy to let me take early retirement as long as they can/can't find someone to 
do my job. 


8 Small investors would be/ could be very unlikely to read such information if the company will / were to 
provide it in the audit report. 


9 We would've offered /'Il offer you the job if you ‘I/ be able to/‘d been able to start immediately. 


10 If we won/d won the contract, we wouldn't have had to / won't have to made so many people redundant. 


4 Complete this article about the clothes retailer, Primark, using the verbs in the box in a suitable passive form. 


Jap aanconnsoce ase AAA OANA ee SAN OED NONSTOP RES ONT REMARRIED EEE ISOMER EERE EE LSC ESLER esncoon 


award create greet makeup open(x2) recruit sell use vote | 


LIE SIGIR ERS SERENE SSRI IRENE RST aR RE TU URS EIR A I IIIS ETO EI EASES IR RESEDA BERGE SRE ISOS E SES OTE SEES OES EE EIS EEE E DEEL EEE EE ETRE REED IEEE TE cee 


In November 2007, Primark 1 ....was..awarded prizes for ‘Best New Store’ (Primark Oxford Street) and ‘Value 
Retailer of the Year’ Also, Primark 2 ............0..0..... ‘Best Value High Street Fashion’ by GMTV and ITV viewers. 


In the financial year 2006/7, 32 new stores 3.0... , including one in London's Oxford Street in April. 
In the Oxford Street store, one million items 4 .............. in its first ten days of trading. 


Since last year, five additional stores 5.0.00... in Spain. 


All of these 6.0.00... with a great amount of enthusiasm by customers and media. For the new stores, 
large numbers of staff 7 .........0000 through recruitment programmes to match local circumstances. 


Primark mainly sells womenswear, but also 25% of sales 8.0.0.0... of menswear and childrenswear. 


A strong image 9.0.0.0... for the Primark brand — ‘Look Good, Pay Less’ Many types of media 
ND) Pi crue to create an impact upon and target new customers. 


5 Complete the sentences using the verbs in italics in a suitable passive form. 


1 Health and Safety training sessions .....ust be. run... by qualified Health and Safety officers. (must / run) 

Q THE ite ence ecccecccecseecssessesseeesesssevevesseeseeeseees carefully to avoid damage in transit. (should / wrap) 

BS WE iccccccsiscsnses, PO orn Meee ener the order yesterday but we haven't received it yet. (promise) 

4 The maintenance Manage? ............0..0. ccc eect tee eetteeeeees since it was installed. 
No wonder it doesn’t work! (not have / the central heating / check) 

BS WEVECOt DG. ........-cesupemetyeereneteieiis sccnavanonete oneents _ It’s boiling in the office. (get / the air conditioning / fix) 

6 The water machine .00000.000. ccc ccc cece eeeeneees every two days, but the suppliers haven't been for 
ages. (used to / refill) 

7 ies |=: | ee en ? | need it in the next hour. (the report / finish) 


BD TA TG ooo secssnisavonsnniantearnraatacaonivsduedidsrangerde: for our old factory? (might / we / offer) 


Questions 


When | meet a new customer 
| often say, ‘Can | ask you a question? 
If you had no internet access for a day, how 
much would it cost your business? 

What would the effects be?’ 


A manager who works for an Internet service provider is talking 
about customer sales. 


a Which question can you answer with: yes or‘no’? 


b Which questions need a longer answer? . 


Compare: 
A: Who took Jan to the airport? 
B: [he taxi driver (took Jan to the airport). 


Forming questions 


A1 Questions usually have a different word order from 


|The CEO was sacked | | Why was the CEO sacked? 
| Can we meet later? 


Whose responsibility is it to do a risk assessment? 


statements. The subject usually comes after the verb. If A: Who did Jan take to the airport? 
there is more than one verb, the subject comes after the B: Jan took) Ursula (to the airport). 
first verb. 
Statements eee coaraage a @ What/which/whose + noun; hows 
| shes theboss. ‘Is she 2 the boss? adjective/adverb 
| Clivei is coming. ‘Why i is Clive coming? | 
|The meeting was long. | ‘How long was the meeting? | C1 You can ask questions with what/which/whose + noun. 
You’ ve met Tara. ‘Have you met Tara? | What make are the computers in your office? 
| They’ ve been working. | Where have they been working? | What kind of car do you drive? 
It’ 5 made in China. | Where is it made? | Which hotel does the CEO prefer — the Hyatt or the Sheraton? 


LOMORALL LL OLEATE 


We can meet later. |When can we meet? A Use which not what in questions like these: Which 
ce Se eT ECS RS, AAR A SiN hres ee one(s) ...2 Which person ...? 
A2 Present simple questions often need do or does. Which one was it? (not H4etere) 
Past simple ayesene often need did. Which engineer did you see? (not Hat engineer) 
‘Statens.  _ “hGuestions. ~ 2. You can ask about sizes, amounts and prices with how + 
- You need a a ae scereesrourenaee "| what do you need? aaa adjective/ adve rb/ mu ch/ ma ny A 
laptop. Do you need a new laptop? | How big is your company? 
‘He ave oniEe How often does he travel? | How far do you travel to work? How long does it take? 
‘Does he travel a lot? , | How much do you know about computers? 
[They bought the | ‘When did they buy the company: | How many people work here? 
| company. Did they buy it recently? | 


Sosreaeen oro NAA ERASE SEES oso rove armynnup ei oRIO HEH a OIE HETIEE ICE FORTIER xe LOL NTIS AA LOCO DRA RET ATF RR NAAIO HL 


Questions with prepositions 


4 Question words as subject and Prepositions usually come at the end of questions but 


object before time and place expressions. 
A question word can be the subject or object ina Which company does she work for? 
question. When the question word is the subject, you do Who do you report to at the moment? 


not need do/does (present simple) or did (past simple). Who did you want to speak to in Accounts? 


ee a oe hie a ee Which department do you work in? 
| Qassion word = subject Question word = object | 


(The subject i is underlined) _ 


| B> See Unit 24 (Reported speech 2) and Speaking 
cue 
| 


strategies 6 (Checking information). 


Who likes the boss? Who does the boss like? 

| Who invited him? | Who did he invite? 
Who resigned? Who have they sacked? 

: What's going to happen? What are we going to do? — | 


saraanensontnnicetogscosnsaneraniantnts jn sonsccnswaaagnnnssnananvansearesronannninenscensoarwacbonesabennsesoiici perenne ence sins CCbOcensccneanit POE LLPCLSLI DOLL APL LOLIDIDP ODI 


Sw ae 2 


<A i a Complete this article about health and safety using is, are, do or does. 


The physical safety of your staff is your most important concern. Walk around your building and ask yourself these questions: 


aM... the doors locked at night? Jette. the doors close properly? sisters fire exits kept clear? 
Furnishings 

eT aes every employee have enough light¢ Lstetssssetsseeeee the Carpet need replacing? 

eee eee the fire alarm work? 7 os eeeeseeeeqeeeeees it tested regularly? Losses EMployees know the fire drill2 


General hazards 


ena eee there any loose wires on the floor? 10 a... there a firstaid kit available to all staffe 


If the worst happens and there is an accident, you may have to answer these questions: 


the accident happen? you told about it? 
the employee doing at the time? this ever happened before? 
he or she know the safety procedures? you aware of the hazard? 
the employee badly hurt? | you done to reduce the riske 
the accident reported? - wu. yOu reviewed any safety procedures? 


<A Read Jane’s notes for an interview for an account manager in a construction firm. 
Write the questions she asks the candidate. 


Pome w meee ee ee ee we ORME ROH oes eee HEPES E HB Toe ee OH EB SEEDED RSE EES EHEC OEE ME 


21 


<8 % Write two questions for each picture using the correct form of the words in brackets. 


Jun Woong MD 
Cathy Mills HRD 


1 (who/Cathy/ report to) 
a: a...Who does Cathy report to 7 


B: Matt Black and Jinsook Kim 
2 (who/Ana/ tell) 


Matt Black 


PPD sciocicvsarscxarcnsa lt anda tens sies mee. to go to the meeting? aa i | 
a wants me to be at the meeting at | | 
B: Katya told her to go. 6 at lO am, 
y go | You need to be there too. 
DEE vescctieihnnefaiemntsatttesecesSactnsedh to go to the meeting? See you there. Ana 
B: She told Juan to go. oanbemem ntibcinacicciikpem al 
3 (who / Beth /email) ‘a es 1 ee 
AQ ecccccssscccssssssesssssseesseseereesseessven ae Sle a ae ali SARA EE AED, 
| From: Yuki From: (Beth (ion a | 
B: Kyoko. | Subject: ——— | 
> | Date: q iinscamecttm  aascncschvemnarsic eae 
Re vic cciceeamiereindscirumiescanien : to. Beth | Te: “Kyoko | 


B: Yuki did. 


4 (who/Sue/want to see) 
Sue, Ms Klein wants to see 


you. Are you free? 


No, | want to go and 
see Jo now. 


<C 4 A legal firm has printed its brochures with some mistakes. Write the questions the MD asks the marketing 
manager using what, which, whose, or how and the words in italics. 


Marketing manager MD 

There's a mistake on the front cover. 1 ...What mistake is teres ees 
Well, it’s pretty bad, I’m afraid. echoes chp sez ten noes nena carbene seteweane ac aeneasesonitv ae 
Very. It has the wrong photo for the CEO. BA OU. scexcsodecosayeeniahaadia castghualcesiesanbeitoonautontin Bille ieahAMBln accadnasucartosetenncen: 
It's a guy from the post room. a 9 pcp 
I’m not sure. | found something else too. By cain bowen ainse altho adv chen n a eon eticsotnenecseinanetesaaooteteeeteesn 
The text is the wrong colour. Be 58 reece enn Gv eae sc aches webpages apnea sw eaten vests 
Pink. Anyway, we can do it again quickly. Tn en eI a ee er aero oC Eno Ree eee eee 
In two days, but it’ll be expensive. ae fee, Se ee ae Ten eT eee nee eae 
I'll find out. It really wasn’t my fault. BI NM Fe aces en nip artes heap reeem aestfereatateceen erase ea 


<4A-D [& Make questions by putting the words in the correct order. 


= 


for / working / who / you / are / at the moment /?.... Who. are you working for at the moment? 
VOU / ave HIN / INVOIVE / BIG\CCES,/ WTAE 7 5.0068 ccccdescissscssguevesosssanseavsnieedtonssaraaesavonveamnines seatonsmnannesaaanieeeesesarmnontobanaoins 
jobs / you / applied / how many / for / have /in the last ten years / 2? oo... ccc ec eteee cette teesteesteeneeteneteeees 
which / have / lunch / you / do / colleagues / With / 2? oo... ccc eee neeereeeeeteeeeeneen sa else ieee Goneeeeeen seed lotta 


2 
3 
4 
5 ever / colleague / complained / have / about / a / YOU / ? oo... ences eteceececeeeeesesseeseeeteusentenietereneeteeetiees 
6 WO] YOu / WG) GIG? COMIN, 2 ccecesesxccgeszyesersp 2 hese nnapncsecnnctaaceandacucsegentscussoueoasneciessadsegronstoncnsnnudecatcemvanaasnengs 
7 


your Penonmance:/ your salaty /GOEST CEPT OM eacec.resetarsescsuipneyesenl eountisranenntrsenatea sbisiavisaoreeiarsanmereibaanieasenes 


Make it personal 


©) 21.1 Listen to the questions in Exercise 5 and give answers that are true for you. 


(19 Questions 


O Gea f 
neers eee ties 


~~ Business talk: Persuading and giving opinions 
with negative questions 


a Three managers are looking at a new logo for their hotel chain and they have different opinions. 
Write negative questions they could ask to persuade the others of their view. Sometimes more than 


one answer is possible. 


Lee: Communications 


1 |hope eyeing thinks it’s successful. 


2 It's very memorable. ...008 cde ih ae nr 
3 Let's use it for the new campaign............ RR i yon cock po eccoptceccte Cone EER eee eereree 
Carole: Marketing 

4 The colours area bit bright. ..40:.000,.0laGce a ne 
5 | think the teddy bear looks a bit Silly. 0.00. ccc ccc cece cece scecesecetcsetsessssseseseesens 
6 Let's do some market research ON it. oo... ccc ccc cccceccsscssceseeseessssesesesesscsseesecsseeenes 
Martin: Sales 

7 The teddy bear is childish.............. wishin cat aldol NTE Es, vente 
8 Maybe you can make it a bit less Dright. 00.0.0... ccc cece esceetscsetetscseseressssesseseseenens 


b Look at these comments which Carole and Martin made to Lee about the new logo. What could these 
comments mean? Why might Lee be upset to hear them? How could pal change them so that he 
wouldn't be upset? 


1 Haven't you tested this with customers? 3 Aren't you going to change it? 


2 Didn't we ask for a different colour? 4 Don't the design people do research? 


Look at your company 'S logo or literature. How might: you persuade your colleagues that it needs changing 
in some way? Write four negative questions to use. 


Make it persona 


Question tags 


Read these two conversations. 


Which one sounds more natural and friendly? Why? 


1 


~ The new receptionist is nice. } 
_ Yes. She’s not very old. | 


No. About 22, | think. 


EY Forming question tags 


A1 A question tag is a short verb and a pronoun, added 
at the end of the statement. A question tag changes a 
statement into a question. 


A2 When the verb in the statement is positive, the verb in 
the tag is negative. When the verb in the statement is 
negative, the verb in the tag is mn 


Statement. 
L 


| She's very nice. 
“She's not very old. 


I ahamster ines athena enviar onndene abaeetenqanad Heisei ecedpttee vei obietoh annus aioivdepoiniaainugcsonsdniseisniiterso Lorna tnnnnnannnanannnnrnsannaennnnaatentananannetnnnan 


Question tags make the conversation more friendly 
because they invite the other speaker(s) to answer. 
They are common in conversations and informal 
emails. They are not used in formal writing. 


A3 The form of the question tag depends on the main verb 
in the sentence. 


L “Subject _ 


[Main verb Tag” | 
| it ‘wasn't too late, “was it? 7 
We | buy parts from them, ‘don'twe? — | 
| Philip bought a new laptop, | didn’t he? | 
| You | aren't leaving, are you? | 
_ They _were working today, weren't they? | 
|The invoice | hasn’t arrived yet, ‘has it? | 
| | 


| They had missed deadlines before, hadn’ tthey? | | 


eet 2 ncaa eae 


Sentences with modal verbs use the same oda verb in 
the tag. Sentences with Let's use shall in the tag. 


Business Class would be much more expensive, wouldn't it? 
We can’t compete with large manufacturers, can we? 
Let’s stop now, shall we? 


A Sentences with used to have did/didn’t in the tag. 


You used to work at Zetac, didn’t you? 


/ Question tag = 


‘She’ 5 very nice, isn’t she? | 
| She's not very old, is she? 


The new receptionist is nice, isn’t she? 
Yes. She's not very old, is she? - 
No. About 22, | think. 


A The question tag for !’m or present continuous is 
aren't |? 


I'm late, aren't I? 
I'm taking you to the airport, aren't I? 


A4 Notice the difference between have and have got. 


You have my email address, don’t/haven’t you? 
You’ve got my email address, haven't you? (not dentyeu?) 


With the verb have, the tag with do is much more 
frequent than the tag with have. 


Using question tags 
There are two main types of question tags: 


e Type 1: positive verb + negative tag 
You can use Type 1 when you think the other person 
will agree by saying ‘yes. 


A: You know Donald, don't you? (| think you know him. | 
expect you to say ‘yes:) 
B: Yes, I've known him for years. 


e Type 2: negative verb + positive tag 
You can use Type 2 when you think the other person 
will agree by saying ‘no’ 


A: Text messages don’t cost much, do they? (I think they 
don't cost much. | expect you to say ‘no’) 
B: No, they're very cheap. 


‘@ intonation 


You can use falling intonation ~a with tags if you are 
fairly sure of the answer, and rising intonation —™ if you 
are not so sure. 


(2) 22.1 Listen and notice the difference. 


Unsure 


We met in Paris, didn’t we? We met in Paris, didn’t we? 


She's not in our group, isshe? — She’s not in our group, is she? 


<A 


1 Complete these sentences using the correct form of do. 


1 


2 
3 
4 
5 
6 
7 
8 
9 
0 


ox} 


Add question tags where possible to these conversations to make them sound more natural and friendly. 


You work with Jenny Sharpe, ....20n't.... you? 


We 


never reach our sales targets, ................. we? 


The warehouse didn’t open yesterday, .................... it? 


She’s not here yet. She always arrives late, .................... she? 


We 
Nic 


got some interesting news today, .................... we? 


k doesn’t work in the Sao Paolo office any more, 


These prices need to go up,................... they? 


Melanie travelled a lot last year, .................... she? 


This phone doesn't have an external line, .................... it? 


We 


don't use this old contact list any more, .................... we? 


Make changes to the punctuation as necessary. 


1 


LISA: 


No. I'm Lisa. How do you do? ............c 


KIM: They delivered the order on time. ...............0..008. 
LUCA: Yes, but they didn’t deliver it for free. 2.0000. 


KIM: 


ALAN 


PILAR: Yes, marketing meetings always last for hours. ................... — 


ALAN 
PILAR 


No, that’s true. ..........00.000ce. 


: The meeting lasted along time. ..........0.000000000. 


: Yes, and they're so boring. ............0..0.0005. 
: |!need a coffee! Let’s go to the cafeteria. 0.000.000. 


RAJIV: We don't have a distributor in Moldova. .......................... 


NUALA: No, but we've got some contacts there... 


RAJIV: Oh yes, Vimala was there last year. I'd forgotten... 


ANGIE: The delivery hasn't arrived yet. ..........0.00000008. 


BILL: 


No. It never arrives on time. ...........0.........006.. 


ANGIE: No, never. .0..........000ceeee 


BLAKE: Michelle isn’t working at the Paris office any more. ..........0...0.00000.. 


KIARA: No. She works with Gosia in Warsaw now. ...................000..- 
BLAKE: Yes, | think you're right. .........0.00. 


NORA: You've got the agenda for the meeting. ................0...00.. 


ELSA: Yes, and you have the presentation on your laptop. .........000.00.00000.. 


NORA: Yes. So everything's ready. See you later. ............ oe 


JAN: We weren't advertising much in the Italian press. ......0.0000.000000008. 


ZOE: 
JAN: 


No, but we had web pages in Italian. |... 
Yes, | guess the website was enough. .......... eo 


eo 
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<A Complete this discussion about a new online brochure using question tags. 


BRIAN: I've just got the new brochure for the website. We could have a look at it now, 1..... uldn't.we....? 
TONY: Yeah. We should look at it - it’s going to be great having it. It’s got everything we need, 2..............cce ? 
BRIAN: Yes, you've got everything in one place now, 3 .................0008 ? 

TONY: Great, so I'll be able to visit a client with that now and be completely confident, 4.0.0.0... ? 


BRIAN: Right. And if we need to make any changes, we can update the brochure as a) We might need 
to change things occasionally, 5 «0.00.00... ? 


TONY: Yes. It used to take ages to make changes to the old paper brochures, 6 ................0.0..... ? Now, I’ve got a 
meeting on Friday with Cattlans. You can't get the final version ready for that, 7 ........0..0.00000000. 2 


BRIAN: Probably. But you'd need it by the end of Thursday, 8... ? 

TONY: Ah, yes, please. I'll be going straight to their offices on Friday morning. 

BRIAN: OK. 1 should get it ready by Thursday morning, then, 9..................0...5.. ? So you can read it before your visit. 
TONY: Yes, ideally. Now, | mustn't forget to confirm the meeting with Cattlans, 10 ........00.00000.. ? 


<4B 


ES 


Write questions using question tags. 


1 Aska colleague if they are the new IT manager. You expect the answer to be ‘yes’ 


You're. the. new. LT maunager, Aren't. YOu? cc ccccccccceccssssesesseseeressessessssssessessestesessesessessestssesesveseateseesetteseiveesee 


2 Ask acolleague if they need the spreadsheet any more. You expect the answer to be ‘no’ 


saying, Or not sure. 


1 You're working on the Westin project, aren't you? .................9UME. ee. 

2 We're not using this version of the spreadsheet any more, are We? .........oc cece 
3 Laila’s got a new job, hasn't she? ..........0.. cece 

4 Wecould send them our latest report, couldn't We? 0.0... 

5 


They said they would finish by 4:30, didn’t they? .....0... ee 


Make it personal 


Think of situations where you could use question tags in your job e.g. with a colleague, a customer, 
your boss. Do you think they are suitable for all those situations? Why (not)? 


si 4 14 Question tags 


Fa a Complete these sentences using Type 3 checking question tags. 
1 You work with Charles,..42 you ...? | 
This is your copy of the business plan, .................. ? 
They sold their shares in Zetac, ........... Mirena: ? 
4 This voice recorder has a USB connection, .................00...? 
The design team have sent us a drawing, 0.0.0.0... rf 
6 Wecan get a price quote, .............. eee ? 
© 22.4 Listen and check your answers. 
b © 22.4 Listen again and repeat each sentence to practise the intonation. 


RA Read this conversation about plans for a trade show. Add checking question tags where possible and 


make changes to the punctuation as necessary. 


PAUL: Sharon wants some photographs. ....». ,, does she? 

RITA: Yes, some A4-size photographs. 

PAUL: She's going to use them at the Commercial Vehicle Show. 
RITA: Yeah, we'll have to get them printed by the end of the month. 
PAUL: And we ordered some stickers for the show. 

RITA: Yeah. 


PAUL: It would be nice if we could put a sticker on every invoice we send out before the show to get people 
interested in visiting our stand. | 


RITA: Yeah, | agree. 

PAUL: We can get some more made in time. 
RITA: Yes, they normally do them in 24 hours. 
PAUL: OK. You'll see to that. 

RITA: Yes, I'll do it right away. 


Make it perso 


Industries Federation Seay 


required to speak and understand Englis 
health and safety purposes. 


_What do you think these employers actually said to the 
~ researcher? 


a 


EY Reporting things people say 
A1 When you talk about or report what someone said, you can use the same words as the ongnrtel speaker. 


It's not my fault’ + She said, It’s not my fault: 


A2 You can also use he/she said (that). The verb the original speaker used often changes to a past form but if you report the 
original words soon afterwards, you can use the same tense. 


‘It’s not my fault’ > She said (that) it wasn’t her fault. 
m leaving tomorrow. => She said (that) she’s leaving tomorrow. (or she was leaving) 


A3 You have to add a person after to/d, but not after said or explained. 


He told his boss /me /a colleague (that) he was leaving. 


He said / explained (that) he was leaving. (not Hesatdmehewasteaving.) 


8 Changing the verb form 


B1 The verb in the reported statement often ‘goes back’a tense, but you do not need to change past simple to past perfect. 
Would, should, could, might and used to do not change. 


‘'m not working on Friday. He said (that) he wasn’t working on Friday. 

‘ don't like conferences’ She explained (that) she didn’t like conferences. 

1 flew first class to Rio’ She said (that) she flew first class to Rio. (or had flown) 

1 wasn't feeling well’ He said (that) he wasn't feeling well. (or hadn’ t been feeling) 
1 haven't seen Colin’ She told me (that) she hadn't seen Colin. 


/ have been working all day: 
1’ help you with the report’ 
1 can’t understand it’ 


He explained (that) he had been working all day. 

She said (that) she would help me with the report. 

He told me (that) he couldn’t understand it. 

‘1 may be late for the meeting: She said (that) she might be late for the meeting. 

‘We must be losing money: He said (that) we had to be losing money. (or must be) 

‘would / should / could / might / used to cycle to work’ — He said (that) he would / should/ could / might / used to cycle to work. 


bdbbdadied 


B2 Use the same tense changes with know, think, realise, believe. 


Hi! | didn’t know/think/realise you worked here. 


i Changing time expressions 


You often need to change time expressions in reported statements and instructions. 


yesterday — the day before / the previous day | today — that day 
last week — the week before / the previous week this morning > that morning 
tomorrow — the next day/the followingday —sinext week — the following week 


‘You have to’sign the contract by this evening. — He told us we had to sign the contract by that evening. 


i} Reporting instructions and requests 


If you report what someone tells someone else to do, use ask/tell + someone + to-infinitive. 


‘Sue, could you call the IT Manager?’ — Sue's boss asked/told her to call the IT Manager. 


<4A,B 


El a Read the results froma survey on outsourcing. Report each sentence using said. Change the verbs toa 
past form. 


1 66% of respondents are disappointed with the results of outsourcing their contracts. 


Perera eer rer ar are rae a my rr ee ee) a acer 
er ee Dc 
ee ee SS i 
Pe ae ee eS 


Pe ee ee Oc 


b Read the results from a survey of the printing industry. Report the sentences using the verbs in 
brackets. Change the verbs to a past form. 


ee ee © 2 cr ee i ee re Ce i cee © Se i ee i ec eC © Se Cc © Cee ec re ed 


OONNPOONY'S POP FOPMOII cccccecscsccececescesssesennsssssssuuscnssnscvecssuvessentevetanusueseestevitsissnuscavssuielipaeetects (agreed) 
Oe aT eRe ere eee See eee te See ee ee ee ce nn eT (thought) 
at shoes cies onesie tends lpia enna DAG eg ceebecbcd adn cape beadesdindiccen ste (believed) 
(OE ee SO ES ne en ee ST nen aE aN or (said) 
BE cc Pe Meee is nn cc I 7, ath An... rey (stated) 


B> You can read the original survey reports on page 222. 


Ps Four colleagues are meeting to choose a corporate gift 
for a client. Report their meeting, changing the verb 
forms where possible. 


Tim: Choosing the right gift is difficult. I’ve been looking at 
the catalogues and | haven't found anything. We could 
give the client a clock. 


KLARA: We used to give people clocks years ago. But they’re 
bad luck in some cultures. | might do some research on that. 


YURI: We should give something fun, like an electronic 
sudoku. I'll look online. 


FATMA: We must be careful because we can't have things 
like wine coolers or penknives. And as Klara said, if we 
choose the wrong gift, we may run into cultural problems. 


23 


“8,0 EY Youshowed some potential clients around your office yesterday. 
Read what some people said during their visit. 


Don't worry about it. 


Can you pick us up I'll order some coffee. 


natal? We didn’t sleep well. 
at our hotel? 


Please don’t smoke. We've met before. 


Will you show 
our visitors round the 
building? 


Don't leave your 
valuables in the meeting 


room. Can you speak a 


little slower? We're definitely going 


to place an order. 
10 


There are some noisy building works in the hotel and they ....0.000.00.0c ccc ccc ec eects cessesteeesttseniteteteaes : 
None of them had had breakfast, so |... ae corse sine pesinae eneane ce cuepohartn ln tones stnonee eeneceedanens eee 
One guy spilled coffee over my suit. He was embarrassed Dut |... cece cece ccc tenses settteetseeeenetteeeeees 


They all wanted to see the offices, so my boss.......... WE 5 ocjuisiercccrte osnoehcneetzcucesinsettiesintgrtacnerseuencnail 


1 

2 

3 

4 

5 

6 We're always worried about Security, $0 [o.oo ccc ccccseccscessessessesseeseesessessessesseeressesssetesessevseesetesvesetevsaveseteeseesevseesven ’ 
7 One woman got out a packet of cigarettes, SO] oo. cc cece cess tec e cscs teetsateeseesateeeseecaesetstessessesieetseeeieeass 
8 | was speaking a bit too fast and one of the Quy ..02....0. ccc cece cece eceeeecesteeteestseeseesesseeseeesnseettseeeeteeeeee ; 
9 lrecognised one of the Group ANd Ion... cece ccc cee cee etesteceeeeeseessesassessaseesestsseessetessesaecsscsecsssesesseeteseseeeses 
; | 


They were impressed with our service and they ...........0.0.ccccccceecceescescsceseseceesetensesstnseseseeteteeteees eee 


<4B Complete these conversation extracts using the correct form of the verbs in italics. 
1 a: My wife works in Accounts. 8: | didn’t realise you Wee (be) married. 

A: | love all the travel | do inmy job. 8: Oh, | thought (2 eer eee (not enjoy) it 

A: My job isn’t going very well. 8: Hm. 1 knew something oR (be) wrong. 

: You can fax the order. 8B: | thought you.................... (not use) faxes any more. 


A: Can you come to the meeting? _ B: | didn’t know there .................... (be) a meeting. 


a uu Sf W WN 
> 


A: Jon hasn't qualified yet. 8: But! thought he.................... (do) all his exams. 


“4A-D Lynn left her assistant, Ray, a voice mail about a customer order which he didn’t receive. Later she emailed 
her boss to explain the situation. Complete her email using the correct verbs or time expressions. 


Hi Ray, it’s Lynn. Can you do me a 
S| favour? Seatons rang with an urgent order 
this morning. Can you check that we have stock 
available to send them this afternoon? There was 
enough stock in the warehouse yesterday, but 
| don’t know what we have in stock today — my 
computer wasn’t working before lunch. The order 
has to be with them by tomorrow or they'll cancel. 
I'm away the rest of the week, but I'll try @ 
and call you this evening. Thanks. 


ifferent reporting vats: 


: a 118 Reported speech 1 (statements and instructions) 


In informal conversations and emails, you can use reporting verbs like ask, say and tell in the past continuous to 
report things you have heard. You can use the past continuous to: 


e talk about news or something you have only recently heard about. 


Lee was telling me about his new boss last night. | | 
Someone was telling me that you cant bring children into the office now. 


e focus on the topic of conversation instead of the words the original speaker used, 


Sara was saying that the food in the canteen has been a lot better lately. 
Peter was asking me about tne new rep. How’s he getting on? 


Ay Don’t use the past continuous in this way in formal writing. 


Complete these conversations using the past continuous of ask, say or tell. 


1 A: | was just down in HR and Pam....Was. telling... me about the new training programme. She 
eer en that all members of staff are now entitled to five days’ training a year. 


B: Oh, it’s funny you should mention that, because someone in Production .......0..0...0.. ccc me about 
that the other day. | didn’t know what to tell them as it was the first I'd heard about it. 
A: Yeah, well aS |. .23.24. Pam - it's long overdue. 
2 a: My bank manager.......2%. eee that the branch i is very involved with the local community. 
SINE oc iay cscs vsnscagh onda ee it’s so important these days. me 
B: Well, you remember: = sae you about that event 1 went to on social responsibility? 
All the speakers .............. 1. See! it’s high on the agenda i in all the Big companies these days. 
3 A: How much are we paying for buildings insurance? a ; 
B: A lot! We're thinking about changing our insurer next year. Leslie. Sheila. aes Gis it’s a good idea to 
shop around and get several quotes. He ............ hua: eveseteeees we could d probably se it much cheaper than 


were paying now. 
A: That's exactly what to... athe him last week but he would’ t listen to me then! 


A a: Johm............. o;aueeie me about the GHI exhibition. He wanted te know ify we were going this year. 


me how expensive it was s to 0 exhibit there last year 


Write an informal email to a close colleague about four pieces of news that you have heard at work recently 
une has come ue asso ed. oe 


Reported speech 2 (questions) 


Read this sentence, which reports two questions. 


What were the original questions? We asked Mr Walsh if he would 


. become a board member and 
_.~_what his schedule was for { 


: —_ __ coming year. 


Al 


A2 


A3 


Ag 


\ 


Reporting questions 


The word order in a reported question is the same as a statement: 1 subject 2 verb. 


| 1 2 
| 4 
‘How much is the car?’ > He asked how much the car was. (not fev-~muchiwestheear) 
A Don't use do/did in reported questions. 
She asked what he wanted. (not whatdidhewent) 


A Don't put a question mark at the end of reported questions. 


(not Heasked mewhemybesswesy) 
“@ See Unit 23 (Reported speech 1) for rules on tense changes in reported speech. 
When you report wh- questions, you can use ask (someone) / want to know + question word (e.g. who, what, how much). 


‘Where is the meeting?’ > He asked where the meeting was. (not where-wasthe meeting) 
‘When can | start?’ He wanted to know when he could start. 


When you talk about or report yes/no questions, you can use ask (someone) / want to know + if/whether. 


ts the shop open yet?’ —-> She wanted to know if the shop was open yet. 
‘Do you speak any other languages?’ + He asked whether she spoke any other languages. 


With ask you can put the person asked after the verb. 
He asked me who my boss was. (not He-askedteme) 


A, Don't put the person after want to know. 


(not Hewented-tetroew mewhe-mybess wes) 


EW Asking polite questions 


You can use the reported question structure when you want to ask or request something politely. We often use Do you know 


...? Can/Could you tell me ...? Could | just ask you ...?! wonder ... in polite questions. 


Direct question More polite question 

What time is it? Do you know what time it is? 

How much is it? Can/could you tell me how much it is? 

Is there a restaurant near here? Could | just ask you if there’ a restaurant near here? 


A Don't use a question mark after / wonder if + reported question structure. 


| wonder if you could open the window. (not Lwerdertyer-coute-epenthe winder) 


Saying that you are sure/unsure about something 


You can use the reported question structure with be (not) certain, be (not)sure, have no/an idea, (not) know and wonder. 


We’re not sure what we should do. 


| have an idea why they didn't buy our products. 
| was wondering who the new manager was. 


Some HR staff are telling each other about inappropriate questions that job candidates have asked them 


in interviews. Complete the reported questions. 


1 ‘How many personal phone calls can | make a day?’ 


oo moO NN OO UW fF WwW NN = 


exoalh 


ewe ee mee eee ee ee we RD Per ee ee eee ee HO Ha tera seers ewer r es er eet nares ereeeesHereusereorseseeae 


One candidate asked me....how. many personal phone calls he could make a 


‘How many days a year can | take off sick?’ 
SOMG@onE asked ME: 0c canes an le Ga 


‘When will | get a pay rise?’ 


One candidate wanted to Know .200..0.0.ooccccccccccccccccccccecccecceccceceeseceecscesscnraneeees ; 


‘How much do you earn?’ 


One candidate asked Me .........00 occ cccccccccccccccccccsececeeeeteveseteecececceeceeeees : 


‘Why did you keep me waiting before the interview?’ 
SOMEONE ASO VC os ives icctiesurctic ses lecsemarseentaeptasnesdiednirense: ; 


‘Who is the worst candidate you've interviewed today?’ 


One interviewee Wanted to KNOW 0.000000... c coco cece ccccccccceleccceecceseueecsseusiesseeeeseess : 


‘Which five-star hotels will | stay in when | travel on business?’ _ 
SONMVEOMC ASKSC MIMS 65 o..o..sccecieaiceonherstmeonsacissesssreeensuneensyesoentonners : 
‘Where can | get the best lunches near to the office?’ 


SOMEONE ASKEM ME 200... ooo cococcccccccccccecccccuecceeceeeceeeceeseueeseeerreeseunees : 


During a meeting with a supermarket’s Customer Relations department local people asked questions 


about a new food store. Complete the reported questions in the supermarket’s report from this meeting. 


2 
A ing t 
Oe ee Are all your products 
source your food products = 
locally? organic? 
5 


Can | order my 
shopping online? 


Do you sell your 
own branded 
products? 


Is there disabled 
access? 


Do you do home deliveries? 


Do you offer free 
reusable bags instead of 
plastic bags? 


‘Are you open on Sundays?’ 


Are you going to ask 
for our comments again 
in a few months? 


Will someone help 
with packing? 


Customers asked _....-Ff/whether we are/were going to source our food products. locally. 


NG WMG HMO adc ccce as nosinesacacs tats etesdesinestconasanes ven yshdubdacendducnuntinacenssaniencent vaiaysssansnas edie dis sos vbaninathensvevderveuuuuevceniee 
ee ga eprint He osubiashavexseveadtusincestnctngG Get Ne ouces Renee Te Ne TE EE IIT catechins 
BEIT 8 Fe eg dnc eatiacens vac ah eememravcpuivdigeherh GG oinnbasipab ieee Sea sind ib poe pelle sanan eas opatheeendaasenckajeotseenee 


TTS RANE) CRI os 2occissonsacavicecnsacederanceneonndensoandnseneiponevberandedeetia tiie naudnesechsdacdvandborrivddvasieevsobodbedavVbabebausiabwnendoente 


TTR WANT GI EO IOI coo cs tesenn dlcndtiees La scau'entes oznanadsenvoninsebsan désie enon cdepnnagahandsadeesvevoshdeeeonttsdaumautlryedvenssensdain ees obeeslans 
eye ce he sn NM ccs escape am tas nih epee i ewan sacs ana caren ota Secs isaac oe ee 
TI ey er le hea ergo cn ecclesia ah ene tg warns bd San adtan titanic ERR RR Pee ea et RR co 


PIAL a Mate OO eco sppu ssn aces ancrsunincinen peas viddeeeiMMte ures wpdlcia tg pd er Rat a IE oes th lonnpncs RO wsana 


TMT rej saieaistine Mink dssnesibteadutsrspunlatbashcanateaadeaterebsiacsdte-cnad RS EE REREED cota daxiocis'sqcinastac BE NA PSOE MeL sce oacisancs tS aeee et 
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<@ A3-4 Ez a @ 24.1 Listen to the questions and report what they ask. 
1 ...He asked (me) / wanted to know how many hours a day | work(ed). 


COOPER H SEH EEHE SS EEE ESEHEHEE THESE EE SEH SHEESH ESET SESH EES ETE SEE SHE HET HEEMMIOE ESTEE EEE E SEE SEHR EERIE EEE SEE HEEE OEE S EE EEEE MOLE OEE DO OEE Rm EERE m Eee EER OER CEH OOO eRe Oe Eee Hen eanben 
Ce ee i er i iy 
CC er a ro 
POOR e me mm er Eee e ae eRe ETOH ETE E RHEE HED RHEE SEE DEH EH HE OER REDE EET ERE HES EEE EROS EHTS EERO EEE EOE HEROES RHEE EEE HEHEEH EOE EER ESSE OTH RHEE EHH EE OHH SHES EEO H EERE EEE OR HM OS EERE OHHH ERED EEO EAE OD 
i ee ee 
SOOM eo mB meee EHR a HEH EOE EERO HEHEHE OH EHH RE RHEE OE EEE HELO E EH EH HEE HEE HEHEHE SEES HEHEHE ERE EERE CHER EE HT OEE H HHO ERE T OER SRAM EEE EET R ERE HOHE ETHER OEE E DEH HSH HSH ETH EO HED HE REDE READER OTHE HED EOHEODELEE 


CPOE O oem ODOR meee eH EROS EE ERE EEE TEER HEHE SERRE RETO OTERO SHEE HE HEE EEE ROLE DERE E HEHEHE OH RE EER RHE ERE HERES TELE SHEE SOTO EH OE RHEE ED HEHEHE EEE REE HER EER HES OREO HOHE EMBED HEHEHE HEH OHHH EH OHHH EER EH OD 


PROC eR HERE eH oR eR ERE OH ETH CEH EH EHH HOE RH EOE E EEA HEE RE HEHEHE EHE SH ERE E EHH ETH R HEHEHE BETH H HERE HH ERE OOH RP EH ESET H SETH REE HEEHHEE SOHO HEHEHE HO HEE EH HOOPER HEHEHE HEHEHE HOHE HOE OH EEE HORE EO EEE OD 


b © 24.1 Listen again and answer the questions so that they are true for you. 


<4 B,C The participants on a training course are unsure about some of the course details. Complete their questions 
using an expression from each box. You will need to use the expressions in Box A more than once. 


a a a aaa | sscaiusiiaatacaansanaceniar 


A | Can you tell me I've no idea | 5 howmany howlong howmuch | 
| Do you know I'm not sure | | + when whether 
| Couldijust ask you | wonder | _ which who 


1 ...Do you know Uf we get a certificate at the end of the course? 

I enhanc a Bosssoheg ep tearcenseed chedeeeneng eeeneiniennene department will do the training first? 
Be cscineatovoeusbuancsep sede mbualsectaneae tke taarore th aaticrenecewncote eet will be running the sessions? 

ae ee en ne nn ee er eee. we have to take a final exam or not. 

a> sav caassnie vince sate ae seuaudicnspietuntecuswetas eset cote each training session will last? 

6 ce Sau neueadieteattecanciescstediesiniatinesicanctll the course starts and finishes. 

| re eT ener rer ene ree er ee previous knowledge we need to have? 
Bae yec etna heasce es ton este eyes neces sessions we have to attend. 


<4 A-C Find and correct seven mistakes with the questions in this article about the dangers of internet shopping. 


How safe is internet shopping? 


Finance companies always say they offer 
security that allows customers to conduct 
most internet financial transactions 
safely. But no system is infallible, as 
25,000 customers of an American online 
travel company discovered recently. 
Daniela Robertson was one of those 
affected but she had no idea her card 
details had been stolen until she tried 
to buy a sofa and was refused credit. 
She immediately called her credit card 


eee eee eee eee eee eee eee ee ee 


Make it personal 


happen when she was not there? 


company and asked-to-them what the 
problem was. 

The company did the usual security 
checks. They asked what was her 
password. They also wanted to know how 
often she paid off her credit card in full? 

They asked to her when she had last 
visited Rome, because someone had just 
used her card to spend £2,500 on clothes 
there. She wondered how that could 


They also wanted to know her if she 
had bought anything on the Internet 
recently. She remembered she had booked 
a hotel room online the previous month 
for her holiday in New York. 

When she realised her details had 
been stolen, Daniela asked the credit 
card company what should she do and 
whether she could get a new credit card. 


Cee e reer eerste eseee 


Think of an interview or some market research you were involved in and report some of the questions. 


Reported speech 2 (questions) 


bi isiness letters 


wi When you ake written requests in English, you need t to use é appropriately formal and polite language. 
Here 2 are some useful expressions: for making polite requests in business letters. 


3 We | would be grateful: for. ‘any in iformation you could send us concerning this matter. 
‘We would be grateful if you ‘could send us details of schedules. 

fi We would q ap! Ir ec iate it if} ‘you could send us further details. 

5 We would welcome any advice on local markets. 7 : 


2 | Would: you consider sending us some free sample? | | 3 
: Would you b be willing to offer Us Q discount? (would | you be happy/prepared to offer us a discount) 


Please | let us/me know when we can expect delivery of our la test order 
= Please let us/me know if ‘you require any further information. 
: Please inform us/me of/about any possible delays. 
Please inform us/me if you a are approached by any other in terested companies 


Rewrite these written requests in a more formal style using the words i in brackets. 


1 Please confirm receipt of our order. (grateful if) 
We would be grateful if you could. confirm rr 


weewovee veers eee eee e ce ee eRe Rr ee ee ed eee eee ee eh 


Serer rrrrrr rere errr Te eee cere ee Ce ee ee ee er ee et ee ee ee i eo ee ee Crt re re ee orm 
Rom meo se ee eee oe ree ETE ETRE T eee ee a a eR ee ee 
ee ese veo vee sn eee ee eee seve PEEP R LPR HORE TDG Pee et ee TE he RPh he Hee eR ee Ee 
ore ee eee eer ee ee eee eee ee ee a ee ee Se ee i ci ee i ia or Mar i ae ea a ee a 
See eee eee eee ee ee ee ee a ee er er ae i re ee es ed ce i eo i ot or ee er er or ee ae ar ee a erat mt are) 
seweeeee nee ce eee renee ee eed REA ee ee eee ee re ee 
Sere coeseesvoobeo ee RPE HOE TPE HTH PAR rae eT ee ee ee he ee 
Coeoervoe eee ees eB PIS TET EPS ER TEE ER RR Re ee 


10 Can|have the opportunity to meet your personnel manager? (grateful for) 


ee ee a ee ee i ee ik ec er er eer ee re a i ee rm a ee ee 


Make it personal 


Look ata business letter that you ora colleague has written recently in English. Rewrite any sess . 
hs! the ‘expressions above. | | 


if you do not havea recent letter, then write one of your own. Try to include at least four formal requests. | 


A Ineed the sales pack by next Tuesday 


e We erode order them. They'd d 
\ be about two, three weeks. 


Read this conversation between ee ae Re, 
a shop assistant and a customer. Two or three weeks? 
Mm. So you don't know any 


other bookshops? 


How dos ns customer check 


what the:shop assistant says? Shop 


assistant € Youcouldtry Blackstone's. 9 


E | Chec er ecking information © 


ls ole You can use these expressions to ask someone to repeat what they said: = 
i What? Sorry? I'm sorry? Pardon: ? What did you say? Sorry, | missed that. Can you say that again? i 


au) E 8: Sorry, I missed that. What did you say? 


fi A Be careful to say What? softly or it can sound rude. Use Sorry? if you're in doubt. 


Repeating words and phrases 


B1 You can repeat the important words you hear with rising intonation to check something. You can also add did you say? 
A: Let's meet at ten oclock. | 
ae Vv 
B: Ten o'clock? Ten o’clock, did you say? | 
B2 You can repeat words with falling intonation to confirm or agree something. 
A: Let’s meet at ten oclock. 
B: OK. Ten o'clock, (then). 
© SS 6.1 Listen and notice the difference. 


Using statements as questions 


C1 You can repeat a whole statement as a question to check what you heard. 
A: He’s selling his shares. 
B: He’s selling his shares? 
C2 You can also use statement questions to check your understanding of a situation. 


A: They said they could do it. 
B: So, they’re confident about finishing by May? The complete rewrite of the software? 


A Don’t use a statement question if you want to ask about a new topic that you haven't talked about before. 


Using echo questions 


You can use ‘echo questions’ to check one key | piece of information. These are words or whole sentences with a question 
word at the end. 


A: Tim went to Oslo last week. 'B He went where? 

A, We're holding a conference in May. 8: You're holding it when? 
A: He’s giving a presentation. B: He's doing what? 

A: They‘re about €300. 8: They're how much? 


A Don't use why in echo questions. 
A: He went to Paris B: Why did he go? (not HeweatvAy?) 
“@ See also Unit 21 (Business talk) and Unit 22 (Question tags) for questions to check information. 


Checking information 


Practice 


eons 
natin Sa ildompoeonerondopaheedtcirenge 


Shee words a 


Bist oesrahibionindonemroncerestinstinntedontns sete netsnentt resonoinnntoctc snot aentettoes 


“Saco piecetedtnsettpaaaecachuirtencesteeemetaehannedbiasianiek 


all going to change, isn’t it? 


ormation in italics. 


1e colleague. 


Test 6: Units 21-24 


ee ee ee er 


1 for /do/ who / work / you /?...Who..do. you work for ? 


oN AO UW PhP WwW DN 


9 your/happy/you/ are /iN/jOD/? ..ccccccccscescecceseeseseeseteeseseeeees 
10 at/which/ with /do/ person / you / most / time / spend / work /? 
11. starting / how / was / your / much/ salary / ? 0.00.0... Bs 


12 good /school / student / were / you /a/at/? oo... cece 


worked / another / you / for / have / company / ever /?................ 
your / you /to/near / live / work / do le PNET, MENTO csicoi 
partner / does / what / do / your / ? ooo... ccc ccc cee tecesceeteeeeeees 
you / week / did / manager / see / last / your / ? occ 
is / job / what / your (TEE)... fost te OO codtes tansatier tcckuoeee 
company / how / is / your / old /? tn Rests 8 eset pene 


many / does / employ / how / people IONE saint gdin 8 artgma 


i ec 


Come meee mee mo PEE HEHE H HOHE RE HEEB EOE HER BES HD EEE EEE HOHE HEHE HED ETD ESO HOES 


Cr ee ee ee ee ee ee ey eee 


eevee ry 


Ce ee Od 


Seem ee ema mere rere eee este reset eHesesererr Eee ders ereooeneeataeseneeesnine 


CC a eo eo ec 


re ory 


Bem eee meme ree nat atece ne reesererer sere serereenanetratene reuse aeeesresserene 


er 


ees i 


Ce ee er es 


Complete this conversation between two colleagues using suitable question tags. 


‘ ’ 
ANNE: Carlos is retiring soon, 1...6nt he? 


MELANIE: Yes, he’s worked for this company for 30 years, 2.0.0... 


ANNE: He used to work as an assistant in the early days, 3 


ANNE: Yes, so he was promoted very quickly, 5.0.0.0... 


MELANIE: | bet he won't miss us all when he leaves, 6..............cccceeeee 
~ ANNE: Maybe not, but we'll miss him, 7 ................0: ee 
MELANIE: He’s planning to do a lot of travelling, 8 ........00.0...c ee 


ANNE: No, not yet. And we should organise a party for him, 13.............. 
MELANIE: Yes, he might be sad if we don’t do anything special, 14........ 


Correct the mistakes in these sentences. One sentence is correct. 


o 


He told me be-earefut. _to be careful 

She asked me can you help me. ..............c cee 
| didn't realise it is So Expensive. .........0..c eee 
They said they might reduce the price... o 


She told to me to call back later... ee. is: 


on oOo OM UPlUWweULDNCU 


iy 


MELANIE: He had a lot of original ideas back then, 4.......0..0.....0ceee 


She said | will be here tomorrow. (this was three days ago)............... 


‘We said you that the design could be ready in 48 hours. .................. 


Didn't you know the meeting starts ten minutes ago? .......0.. i. 


eeeee 


ay 


ee ey 


ove eeseerneore 


4 Read these comments about an e-book posted on the author's blog. Report them, changing the tense 
whenever possible. 


1 What Des Walsh has done is fantastic. His book makes blogging easy and helps you do it yourself. [Andy] 
Andy said that what Des Walsh... had. done was. fantastic. He told us that his BOOK... occ , 


2 Wer'e in the process of doing a blog. Until a week ago, we knew nothing about blogging. It’s amazing what 
a person can learn in a week. [Ron] 


Ron Said 0... cece . He said that until a week ago 0... ee . He added that 


3 Itis a book you can easily read in one afternoon. But you'll go back to it again and again. [Bill] 
Bill Said it. cccccccsseccsseeceseeres JHe added that .......ccccsccsssssssesenee 

4 | love the book! [Jean] 
JSan SAID That ee eed BE. 


5 If you are looking for a basic understanding of blogging, this is the book for you. Des delivers a message 
that all bloggers will appreciate. [Sam] 


Sam said that if .........000000..c cece. . He also said that Des ..000000....ooocc oc eccceeeeeeeee , 


5 a Delete any unnecessary words or punctuation. 
1 He asked tame what | did in my free time. 
2 He wanted to know me if | liked Mexican food. 
3 He asked how many holidays do the managers have. 
4 He asked where | had been on my last holiday? 


5 He wondered if whether | travelled a lot in my job. 


b Insert one word in each sentence. 


me 
1 Can you tell A which your favourite country is? 


2 I'm sure if it is Turkey or Peru. 
3 | wondering when the best time to visit South America is. 
4 | would appreciate if you could email me the information. 


5 | would grateful for any advice you can send me. 


6 Complete the written requests using the words in brackets so that they are more polite. 
1 Email us your latest price list. (appreciate) 
-. I/We. would. apreciate. it, Uf you..could...email us your latest price list. 
2 Can you work weekends when necessary? (willing) 
Perera DaeeT pnp Cok ee Orne EMIS « work weekends when necessary? 
3 Can you give us any suggestions to help improve our training programme? (welcome) 
en ae suggestions to help improve our training programme. 
4 Will there be any changes to the schedule? (inform) 
eR acetic es NOI aa ciente sate aciss A any changes to the schedule. — 
5 When can we expect to receive your proposal? (/et) 
Ce ee we can expect to receive your proposal. 
6 Could you let me know your decision by the end of the week? (grateful) 


ils soa hans natn citer mtoeenn een IAA let me know your decision by the end of the week. 


Verbs and objects 


Read these comments by people who are talking about what motivates them at work.” 


a Which of the verbs in italics have objects? What are the objects? 


The company offers 
fantastic opportunities }) 
| for promotion. 4 


They encourageus “\. 
~ touseourskills. 4 


My boss really appreciates 
me and praises me when 
: | do good work. 


onflicts and disputes\_ 
with management 
seldom happen_ 


We have to work hard | 
but we get lots of breaks. 


nal 


Verbs with or without an object verb =—sindirect object direct object 
A1 The object comes immediately after the verb and before | They — don’tgive theirworkers enough time off. | 
any adverbs of place, manner or time. An object can be Canyou send = me _theflightdetails? 


one word or several words. . 
) Here are some common verbs that take two objects: 


igi ee os — eee Ne oe nN TEy ee ria aT eT 
‘seca ee ilar RR | pow den. 


Z phoned him yesterday morning. 


| | ? 
We ge a different system overseas. | Can you send the delegates that list of names? And make me 
Seanwarenasun eens aA hie AVA Pen HVPE RAIS AERP SUPER HN AN ona se PaOr RnR von PROP aarony ow RY ORRIN SANT o CoP E8OISN SIT TERE PO RANSOM COYLE ORR TA AA AA NAMA Ahn nrg nnranwwnnnrnnvissawuumarwnunnanunnarsinn 6 | CO p) ‘ to O. 


A2 Some verbs need an object to complete their meaning. We showed the visitors the new machines. 


Here are some very common verbs used in business B2 You can also use a preposition + noun structure for 
with an object: the indirect object. The direct object comes before the 


bring, buy, call, contact, find, get, keep, like, make, indirect object in this case. 


need, produce, raise, sell, spend use, take, want. Can you send the list of names to the delegates? And make 
a copy for me, too. 


We should contact the manufacturer as soon as possible. . 7 
SIS a We showed the new machines to the visitors. 


At present | think we sell about two hundred units per month. 


A3 Some verbs almost never take an object. B3 You must usea preposition when the direct object isan 
unstressed pronoun (e.g. it, them) and the indirect object 
ro) Here are some very common verbs used in business is anoun. 


without an object: 


agree, arrive, come, fall, go, happen, live, rise, stay, talk, A: What did you do with the agenda? 


ern B: | sent it to Francesca. (not tsentFrancesecHt) 
! took some photos and showed them to our client. 
Motivation usually increases when a person’ salary rises. —. (not shewed-eureestthens) 
Do you agree? 


If both objects are pronouns, you can use the indirect + 


Can you let me know when the new Sales Director arrives? 
direct object structure. 


A4 Some verbs can be used with or without an object. These 
verbs include: 
begin, decrease, finish, grow, increase, meet, return, start, 


A: Did you send Harry the insurance document? 
B: Yes, | sent him it yesterday. (or | sent it to him yesterday.) 


stop. With most verbs use the preposition to. Some verbs use 
The meeting began at 2pm. for (e.g. book, buy, design, find, make, reserve). 

We began our discussion yesterday. A: I've reserved you a room at the Plazatel. 

Employee numbers have increased/decreased. B: Can you find me anew marker pen, please, Terry? 


We need to increase/decrease expenditure. 
A: I've reserved a room for you at the Plazatel. 


B: Can you find a new marker pen for me, please, Terry? 


4) Verbs with two objects 


B1 Some verbs need two objects, a direct object and an 
indirect object. The indirect object receives or is the goal 
of the direct object. It comes before the direct object. 


“@ A2-3 


Complete these sentences by adding a suitable object where necessary. If the verb doesn’t need an object, 


leave the sentence as it is. 7 


ou on AO UM BF WwW NN = 


=_ 
Oo 


My laptop is being repaired. Can | use ....your Laptop? 

We need to look at the sales figures. Can we fix a time to talk .......0..0.0 eee ? 

We must try to have short meetings. Nobody likes .................0..ceeeeeee 

I'm going to make coffee. Do you want ee lee | 

| think generally motivation among the staff has fallen ....................... eee ; 

I've lost that list of names for the staff dinner. | hope | can find ........0.00... ee : 

In the last year our costs have risen .............2.-e:ceceeeeeereeeeees : 

Mr Pavlevski’s coming today. Do you know what time he’s arriving ..........0.......00000-- eee 2 


Do you have Maria Senara’s email address? | need to contact ....................e oe : 


Some people are going for a meal after work. Do you want to COME ................ eee ? 


<A Put the objects in brackets into these sentences in the correct order and position. 


1 


10 


Can | keep for a few days? I'll return after my presentation. (it, the projector) 


COO meme Ree oem eee mato eee nan me Hho asm HOH ERR ROO SED RHE RAH HRN OETKER EEO MMAR HEHEHE REAR ORE REEMA ADEE SEEHEAH OH EEE AONE ERE e DER EHR E EERE SERED RSH ET EHO TE SDE HT EHS eT esesereEHereEeesesErees 


POR aaa eee mma e eae e Ree M MRE RE REDE EREEE EAE EEO TELE ESE ESE OEE EOE ESHA EERE RAED ATE ADEE EERE SO HEE DORE SESE SOTO HEE SES OTE TOE E EHH HEHEHE EES EHS ESET EOS TET TOUS O SOHO HEL OS SB SOSSESS TET EE ESTE TET SESH ESTO Oe 


We spent and improved for the staff, and noticed that motivation increased very rapidly. 
(a lot of money, the facilities) | . 


CROCE HOHE EES EE EEEEEH MEOH SEE HHEE EOE OHEEEEHE SHEE ED EHH HHM ODED OHHH EHH ESET EEE EHD EHEDESEHH EET HSE ESEOHETH ESHEETS HE HHE EHH EEETH HEHEHE TESS SSESEHEHEHHOHEH ET OTHTOTHTES SHEE HOT ETE TET TOTS STEHT HOES 


POR HH EOE OE ALOE HREOC O EEO EHLERS LOREEEEEEESESHE SEO E HEHEHE EEHETEEREE ROHR EE SCE OO HOE DOOR EDC OTE DEBE SET OPO B OED EOE OTB EH E SCOT HOMEBASE ERE EO EEE HAO EER MOH H EH eSeH Eee DEST Ee Eee senEOEe 


They have promised to produce for us so that we can check before we make. (a decision, the details, 
some drawings) 


COOMA a eae eee aeRO EEE RHEE EERE OEE EHO EERERE EEE EERE HEHEHE ERE EHEOEES EE HEE HEHEHE ESE EEHOE ESOT ESTO THO EEE HEHEHE DEE ESE TEST ETE SER ESE H EEE HHO HEHE TE HTHSAS THESES ESET ESE SESH SESE S DEH 
eee eee eee eee ee eee eee ee eee eee ee ee eee ee ee eee ee ee eee eee eee eee ee eee eee eee ee eee ee eee eee ee eee ee ee ee ee ee eee eee eee ee ee eee eee eee ee eee eee ee ee eee ee eee 
ee ee i i et ee ee 
were e ete meee eee ee REO OHHH HEHEHE OHO EER EEE EEE SEE EEO TE SEER EHH TERETE TEHS SHEETS RE HEHEHE RESET HEHHT EOS ESSE HEHSSHEHEHEHSEH EES EEE SHES SHEEES SHEE H SHS ESET HEHE SHER ESHA HTH EERE ETE SSEE TET ETS S EES H THEE EHH 
COREE HEHEHE EE HOHE THES EHE RENEE EHO HEE OEE EF EEE EHH EERE ETE THESE HOOT OEE ES EEO RESET OTTO ET OEE ETERS ESE OEE EEEE EERE EERE HEHEHE HEHOH OSH ESESESEHEESEESHEH EES ETE EHOHESEETEH SHEET ESE SESE SET ENO EEE 


POC POH EEO TERR RHE HERE TERE EEE AEE HEH EHH EEE HEHEHE EEF OEE ERE EE HOO ROS OHH EEEE EEO EE EEE HEE SOT ETRE HEH EEE TEE ESHEETS EERO CREE HEHE E ERED OSE HEED EDO EERE H EO HEEB De EH AEH EE EE EEE RES EE DEE eEDEEEEDE 


~<@B1 


1 Lisa bought....Hannah a scarf. to celebrate her promotion. (a scarf, Hannah) 
2 Melissa SHOWE” ooooooo... cece cccccccecccecccccecetesceeecersrseeseceessseeees . (her new PA, the meeting room) 
NOs 1.0 | <5 0 i ee nee so that she could see what te had to discuss. (Laura, 
the agenda) 
A Karen asked ooo... cccccccccccccssccccceseestssceccesetseeeee . (the time, Ursula) 
PHUAIY GANS 8 i occccsicseseissseveserncvinstrounteddveisianeasvinuialers so they could finish the task. (some brochures, the visitors) 
GH DAVIGISENE 6. o5ccccsccsccesecdeesseerscecgeccsveceencssduevotegessettecee . (flowers, Pamela) 


<4 B2-3 a Rewrite these sentences using the preposition in brackets. Replace the direct object with it or them. 
1 She gave her assistant the customers’ addresses. (to) 


SR, GONE TONED HD NOE CSSISTING once ccccccecccocccscusescecsvsesssuesecsevussceeeceusececusecetsbesetlaccicsseccsesseescescescececseaccees 


2 Henrik sent Zepak the consignment last week. (to) 


Cc ee ee a 
Dem ma mm er meme ra reese ene a nase eee EPH HE ee REE HEEEEE HET EEE E TEESE HEE SEER EEE EEE HHS H ESET EEE EHH EE EHR H EH EHH EEE RHEE HHH EE EH OEE EEE OSH EEE HEHE HEE HEHEHE EERO SHEE HEHEHE EEE HEHEHE EH HER HEH HEHE HEHEHE EE THREE EEE 
CURR eee OHHH He EH eH RHEE EH OTE RE HHO HERR HEE EE EE RESET TEES HEE EE EEE HEHEHE EEE HET ETH ESSE HERE HE SEETHER EEE ESET ERE EH EERE EEE EE EHR EH ER HEHEHE HEHE EEE EEE HEHEHE EE EE HEE HEHE EERE DREHER EERE THESE TERED 


Ce ee ee eC Ck i i re re ere 


Ce rd 


Ce ee ic ery 


<4A,B  [& Find and correct six mistakes with direct and indirect objects in this article. mney 


During the credit crisis that began in 2008, there was a risk that banks would stop lending A to small 
businesses money, so governments all over the world gave public funds the banks to enable them to continue 
to offer loans in small businesses and private individuals. Some economists did not like, and believed it was 
better to let the market operate freely. Meanwhile, the banks had to find new products to their customers 
which would stop them taking their cash out and spending it. The basic problem was a lack of confidence in 
the banks, and many people felt that the government and economists were not telling the whole truth them. 


Make it personal 


Write four sentences using verbs from the exercises. Write two about things that motivate you and two about 
things that demotivate you in your job. 


"1 {0)) Verbs and objects 


and objects 


Some verbs that normally have an object in everyday language are often used without an object in business 
language, especially in spoken business contexts. This is because the object is usually clear from the context. 
These verbs include: buy, cancel, confirm, delay, deliver, dispatch, launch, order, produce, sell, ship. 


Everyday use Business use 

They couldn't deliver the goods on time, so we had to They couldn't deliver on time, so we had to cancel. 
cancel the order. | 

The 25th is too soon, so we'll have to delay the contract. The 25th is too soon, so we'll have to delay. 

You should never launch a new product in the winter. You should never launch in the winter. 

They produce lines for some of the big supermarkets. They produce for some of the big supermarkets. 


Read this extract from a senior management group meeting. Cross out the object after the verbs in Italics 
if you think the speaker didn't use it. 


BoB: | wanted to make the point that we shouldn't launch the new model in April - — there are too many y other 
things happening. | think we should delay the launch until May. We can produce the broc ure in January, 
samples in February or March, then be ready to ship the goods in May. That gives us plenty of t time. If we 
haven't prepared the launch properly and have to cancel the launch events, tl a would be far worse. : 


ANDREW: OK, thanks, Bob. That sounds sensible. All agreed? Right. Varresa anything you want to report on the 
financial side? | 


VANESSA: | wanted to talk about our investments in Zamrac. If we sell our shares now, we may be ata. 
disadvantage. | think we should continue to buy more shares over the next few months : nd then sell themi in 
the autumn when we have a clearer picture. If we all agree, | can confirm our decisiol ebrokers. 


ANDREW: Right. Well, any comments? 


25.1 Listen and compare your answers. 


Write sentences for these situations using the verbs in italics without an ‘object. — 


1 Tella ei ue that you think the date for the sales conference i is too soon ar that it should ba later. Akh 


: they haver ‘tsent 


eee eee ee ee eee eee ee ee ee ee ee ee ee eee ee ee ee ee 


; -ing and infinitives after verbs 


Read this comment from a manager talking about her 


managerial style. 


b Find an example of a verb + an object + a verb. 


Al 


A2 


C1 


C2 


C3 


_a Find an example of a verb + a verb. 


é A ® @ 
zy Using -ing 


You can use -ing after these verbs: 
can't help, consider, enjoy, feel like, finish, involve, imagine, 
keep, mind, spend (time). 


| enjoy working here, but! can’t help wondering if | made the 
right career choice. 
Would you mind opening the window? I’m quite hot. 


Use -ing after prepositions and most phrasal verbs. 


We insist on recruiting graduates from the best universities. 
Have you given up going to French classes? 


E: Using to-infinitive 


You can use to-infinitive after: 
can afford, agree, arrange, decide, expect, hope, manage, 
offer, tend, want, would like/love. 


We decided to attend the conference but we couldn't afford 
to book a stand. | 
People tend to be multi-skilled these days — they expect to 
change jobs more often. 


(@ -ing or to-infinitive? 


You can use -ing or to-infinitive after these verbs: 
begin, bother, can’t bear, continue, hate, intend, like, love, 
prefer, start. 


Don't bother waiting / to wait for me after the meeting. 


In spoken English, -ing is more frequent after bother, 
can't stand, like, love, hate, start, and to-infinitive 

is more frequent after begin, can’t bear, continue, 
intend, prefer. 


If the first verb is an -ing form, to-infinitive is more 
common for the second verb. 


We're starting to work as a team. (rather than Weve starting 
working) 


You use like, love, hate, prefer + -ing to talk about level 
of enjoyment. Use to-infinitive to talk about a habit or 
preference. 


| hate doing my expenses, but | like to get them in on time. 
(| make sure | get them in on time) 


C4 


D2 


D3 


| want my staff to know it is okay to fail [...] 
| try to help people succeed because if they 


are successful, then | am successful. 


Some verbs have a different meaning when they are 
followed by -ing or to-infinitive. In each of these examples 
the first sentence contains the more frequent form. 


| forgot to call the accountant. (I forgot and didn't do this) 
I'll never forget walking into the office party. (a memory now 
about the past) 


| remember taking a price list. 

(1 | took a price list 2 | remember that now) 

| remembered to take a price list. 

(1 | remembered 2 then | took the price list) 

| stopped working there last year. (Ino longer work there) 
Sorry I'm late. | had to stop to get petrol. (in order to) 

Let’s try to boost sales this year. (attempt to) 

A: My email’s not working. 

B: Try restarting the computer. (experiment) 


ro) People often say try and do something. 


[>] Verb + object + verb 


You can use an object + to-infinitive after these verbs: 
allow, ask, encourage, help, get, need, remind, want, would 
like, tell, teach. 


How can | encourage my staff to make their own decisions? 
My boss wanted me to take the visitors to dinner. 


(not My-bessweantedthatt take) 


After let and make you can use an object + infinitive 
without to. When make is passive, use the to-infinitive. 


Just let me know if you need help. 
What made you say that? 
What efforts have been made to find new clients? 


After help + object the infinitive without to is more 
common than to-infinitive. 


! can help you (to) install the software. 


Sense verbs 


You can use object + -ing or infinitive without to after feel, 
hear, notice, see, watch, but the meaning is slightly different. 


We saw oil prices rise /ast year. (suggests a single or 
complete action) 

We saw oil prices rising last year. (suggests a repeated, 
incomplete or ongoing action) 


B> See Appendix 6 (Verb patterns). 


<~AB Kj Complete this conversation between two colleagues about a competitor. Use the correct form of the verbs 
in brackets. 


Tim: I'd.say that around here we're still doing OK. Customers tend 2... (come) to us first. But we’ve 
ended Up 3.0... (lose) customers in Scotland because that’s always been their area. 

ALAN: So, should we spend a lot of time 4......0...0000.. (try) to win back that business? 

TIM: I'd say not, no. We decided 5.0.0... ee (focus) on other areas for now so that we can concentrate on 
rere (build) our business round here. We can't afford 7..................... ...... (ignore) the local area. 

ALAN: |';guess Mounts have considered 8 ............... (move) into our area here, though. Are they still relying 
1 | ce ere (be) the cheapest? 

Tim: Yeah. If they do target this area, | expect 10.0.0... (get) a lot of calls from customers about prices. 
It's a worry - I don't mind 11 «0.0.0.0... (tell) you. 

ALAN: Well, we'll just have to keep 12.00.00... (offer) a better service. 


Complete the comments some people made about their careers using the correct form of the verbs in 
italics. Sometimes more than one answer is possible. 


1 | try Ate eS) focused about my career, but I’m so busy. Like on an average day, | never have time to 
stop........fAink........ ,‘What am | learning? Where am | going?’ 

2 The best career advice | ever read was to stop............ | a job seeker and start........think......... of 
yourself as an investment. | did and it’s beginning......... work 

3 |remembet-......... meer... my boss for the first time. | said, ‘How can | get your job?’ But | respect her and 
Hike ......... think......... that she respects me, too. | 

4 |!really don't bother........... ne to impress my assistant any more. | tried ......... buy... him lunch and 
stuff when | got here, but | think he’s jealous of me. 

5 | like my job and | like ........... g9...........into work every day. I’m probably a bit of a workaholic. Sometimes | 
forget......... have......... lunch. | have to remember ........ make ....... time for myself. 


6 lintend......change.......jobs every two or three years till | have lots of contacts. My aim is to start 
feos run.......... my own business. | can’t stand........ WOFK......... for a boss. 


a Complete these questions using the correct form of the verbs in the box. 


ggeeonecersronenveresvoccovereccstectenenseensecetsereets 


| feel 


AA ct LLLESNSRAM SP OEO HG LLOMSAIASOREESIOOES LESSOR SALSACOOLOOCD SOL NRLRELApCEDOSCEIDOLEIGOEE 


giveup -havé leave makeup offer take tell use work | 


AAA OUOE CELLAR ULLLAMODILECACHCLCH DOOR) SCUDOOLECLELUOLELSODEIKUTSOSDILEOGCBLLAGLCAMASICOOGACRSELCTLCPSCLLABLELSPUEAHERSAQOLLEDOOAED 


Should employers encourage staff... have... a healthy lifestyle? 


1 
2 Can an employer make you .........0.......0. smoking? 
3 Does your boss let you and your colleagues «0.0.0.0... work early if you need to? 
4 Does your employer allow staff........... ee from home? 
5 What would you like your employer ................0...0... you: more time off or a higher salary? 
6 Does your boss ever remind yOu «0.02.00... time off work? 
7 Have you ever been made..............0....000. guilty for taking a holiday? 
8 Does your boss ever want you...................0.05 excuses for him or her? 
9 Would you ever get a colleague ........... ee a white lie for you? 
10 Do you ever have to help your boss ...................0. his or her computer? 


b Write answers that are true for you to five questions. Give examples from your own experience. 


<@A-D a Match the beginnings (1-8) with the endings (a-h) of these sentences. 


1 My job involves thinking I’m in the wrong job. 


a 
No one ever taught me b sort out their personal problems. 


My boss often wants me c throwing out old papers and files. 
My boss is great. | can’t imagine d___ to type properly. 

to buy presents for her family. 
You should keep quiet, even if you feel like working for anyone else. 


2 

3 

4 

5 On bad days! can't help | 
6 

7 | never seem to get round to 
8 


e 
f 
g writing software and training programmers. 
h 


| often help my colleagues complaining about your job to your boss. 


26.1 Listen and answer the questions your hear. 


<@A-E Find and correct 12 mistakes in these emails. 


1 
868. AE SS eet tp ee Sa EE te, WL ea ale et ed MMe Oe per AT ee eer Dae PE ea eS led Let nd Dt =feis : : : et 
From: kdelang@comsystems.co.uk 
Subject: 
Date: 


To: j.williams@marketconsult.com 
Dear Mr Williams, 
I heard you te speak at the IAD event last July. 


I don’t know if you remember to meet me at the IAD event. I enjoyed meeting you and to hear 
your talk on internet marketing. (I hope you didn’t notice me leave early. I had to catch a plane. 


I would like to invite you to speak at our company conference next month (6th - 8th). We can 
arrange scheduling your talk at a time that is convenient for you. We can also offer to pay your 
expenses and a fee of €500. 


If you agree to attend, would you mind to send me a title by next Friday? 
I look forward to hear from you and hope to see you soon. 

Yours sincerely. 
Katie de Lang 


2 Qunen ee = | williams@marketconsult.com 
{trash How | gs, ee i-—_ —— 


kdelang@comsystems.co.uk nc 


‘Braves sroerats Liber hice 
faa: : i 

7 ppc Dear Kate 
Good to hear from you. Of course | remember — in fact | keep meaning to get in touch. And | 

didn’t mind you leaving early — | saw you to look at your watch all the time in the last 15 minutes! || 

| 

| 


Thanks for invite me to speak at your conference. | would love coming — any day is fine. | can 
easily spend a day or two to look around the city. | feel like taking a few days’ off actually, as I’ve | 
just finished to write my book on relationship marketing. | 


Just let me to know where I’m staying and I'll see you next month. | 
John | 
PS Don’t forget to send your phone number. 


- Make it personal 


oo 4 eee 


arcises 3 and 4 that are not true for you or that you disagree with. 


Write at ar Or youlor that you agree with. 
agains 
sultant to give a talk in your work place. 


-ing and infinitives after verbs 


You can use to-infinitive: 


e togive areason for doing something. 
The Service Department should email the customer to say which engineer is coming. 
Sofia is going to Switzerland on Friday to interview for a new rep in Zurich. 
e after an adjective to say how you or other people feel about doing something. 
We are pleased to announce the appointment of a new regional Sales Manager. (formal) 
The directors were unwilling to invest more in the product. . 
e after it + be + adjective to make a general statement, or to give a general view. 
It is difficult to predict the success of any new product. 
It has been useful for us to meet our key customers on a regular basis. 


G a Com bie this letter to an employee about their performance using the correct form of the words in the box. 


agree arrange confirm “discuss ~ happy/answer _important/keep pleased/inform prepare 


— —— a 
= 


Dear Kim 


lam 1....pleased, to inform you that you have successfully completed your probationary period with the 
company. The next step is that we will shortly hold a Job Appraisal meeting with you and your line manager 


DQ ooccceeceeeeees Your performance and 3........................ your objectives for the next year. 

Freres cael ah for the meeting, please fill out the enclosed form and return it to me. 

It is 5 .....000.............a copy for yourself for the appraisal meeting. After the meeting your manager will write 
up a summary. The purpose of the summary is 6..............--.05.. the main points we discussed for the meeting. 
I will be contacting you soon 7 ............0.5. ....a time. In the meantime, I would be 8 .......................... any 
questions you may have. 

Yours sincerely 

Joanna Lee 

HM Manager 


b Complete Kim's S appraise form using the correct form of the words in the box. 


help NPI jnecrease ictesngisee Happy use pene yitoke on Bp eat seilingicon trite 


Job Appraisal Meeting F Form : | 
Name ....Kim_ Ahn eae oe Manager NAHE CCN cca seetennsty etl 


PPP Pe Re ee Ore woe eee eee  j BPRS SGA WE ae Beets eee ee ta eee Fe 8 eee ee we 


What has been. your | main achievement i in the last year? 


| designed a new workflow system Ts 2. iner ease. the efficiency of the department The mglementation went well and staff were 
| 2 ps ulereSolenas ..the new 4 software. it was 3. a oes pce thelr reactions. 


| fed | need some. more rettaing 5. = a <a my technical skis. | would also ke to for ona ewer Mandarin course 


me communicate e wth hiocal staff in Be belne f would be To becen Se tO Ne COST OF this) 


Stal = 


n of w what tyou said last time expe a hadi a Performance 


Phrasal verbs 


Read this phone conversation. 


a How many words does each verb in italics consist of? 


b Which verbs in italics have an object? 


c Where does the object go in relation to the verb? — 


Al 


A2 


A3 


Bt 


B2 


B3 


i What are phrasal verbs? 


Phrasal verbs are verbs used with one or more particles 
(e.g. down, off, out, through, up). 


We need to set off very early tomorrow. (start our journey) 
It’s not easy to come up with original ideas. (create / think of) 


The most common verbs used in phrasal verbs 
include: come, get, give, go, look, make, put, set, take, 
turn, work. 


B See Business talk for examples using get. 


It is not always easy to guess what phrasal verbs mean as 
the meaning is often unconnected to the meaning of the 
verb and particle(s) on their own. 


| decided to turn down the job. (refuse) 
Could you put me up when I'm in town? (Could | stay at your 
house?) ns 


Phrasal verbs can have more than one meaning. 


I think we'll have to put the meeting off until next week. 
(postpone) 
The annual fee of £60 put me off. (discourage) 


4 Using phrasal verbs with objects 


Some phrasal verbs do not need an object. 


Do you know how long this meeting will go on for? (last) 
Sales have dropped off dramatically since last year. (reduced) 


Common examples: break down, carry on, drop off, 
get back, get through, go on, hang on, hang up, set off 


Some phrasal verbs need an object. The object can go 
between the verb and the particle (separable phrasal 
verbs) or after the particle (inseparable phrasal verbs). 


B See examples below. 


With separable phrasal verbs, you can put a noun object 
before or after the particle. 


You can't just make up a price. / You can't just make a price 
up. (invent) 


(4 


B5 


~ HiLeo. I'm sorry but my car’s broken down so 
I'm going to be late for the meeting. Can we 
put it off until this afternoon? 


No, sorry, Josh, but I'll make detailed 
notes so you can catch up on the main 
points we discuss. 


You must put a pronoun object (me/them/us etc. or this/ 
that/these/those/something/anybody etc.) between the 
verb and the particle. 


If you have a mobile phone, please turn it off during this 
presentation. (not #A-efF) 


Longer objects and verb + -ing go after the particle. 


Make sure you back up whatever you do on your computer. 
(make a copy of) 


Are you going to carry on working much longer? It’s very late. 


(not carsrwerking- on) 


Common examples of separable verbs: back up, call 

up, Carry on, find out, finish off, give up, look up, make 

up, put forward, put off/on, ring up, set up, shut down, 

sort out, take on, turn on/up/off/down, work out, write 
down 7 


ro) Although find out can be separable, it is much more 
commonly used with the object after the particle; 
give up is usually only separated by pronouns. 


With inseparable phrasal verbs, the object always goes 
after the particle. 3 


Ifyou come across my pen, please tell me. / If you come 
across it, let me know. (inseparable) 

I've never come across a PA who is as efficient as Sylvie. 
(+ longer object) 


“gles examples of inseparable verbs: come 
across, go on, go through, look after 


With verbs with two particles, the object usually comes 
after the second particle. | 


They're going to come up against fierce competition in 
Eastern Europe. (meet a problem) 

BG says it will make up for the shortfall in sales by increasing 
prices. (compensate for) 


oO Common examples: carry on with, catch up on, come 
up against, come up with, do away with, look forward 
to, look out for, make up for, put up with, watch out for 


A Use -ing (not the infinitive without to) after verbs 
with two particles. | 


| look forward to meeting you. (not Heeferward-te-meet) 


<4B1-2 Read these comments from an online discussion about call centres. Complete the phrasal verbs in the text 
using the correct particle: back, down, off, on, out, through, up. 


COMMENTS — 
A couple of months ago | rang 1....4P.... my bank to tell them where to send my new debit card. ! got 2.0.0... , a 
to an operator. She was very friendly but | had to hang 3.0.0.0... for 15 minutes while she tried to contact my 
bank in Birmingham. In the end, | gave 4.0.0... and sent an email! |’m not at all surprised that the number of 
companies using call centres has dropped 5 .........000............. dramatically in recent years! 


Sidonie, Birmingham 


' What puts me 6 ©00. using call centres is when the staff appear not to have the information | need. It makes 
me want to hang 7 .......0....000.... immediately when they put me on hold and make me listen to that awful music. Why 
don’t they just write my number 8 «0.00... ANG Call MBS oecccccieccceceewans when they have the information | want? 
Haven't companies worked 10 ..........0000..00.00... yet that customer satisfaction increases profits? 

Bruce, London 


== pe ait an 7 Sg a ee Siren eee ay a ee, ert Oe | 
SAE Pepe ree ea A & Se Ee nas ed ere ee 


et ee SS 


<< B2-4 Complete this advice for sales people using the verbs and objects in brackets. Where possible, put the 
object between the verb and the particle. 


In the selling situation, salespeople often think they should fill any silence with the sound of their own voices. 
However, | recently 1....came, across a very effective use of silence. (came across / a very effective use of 
silence). |t happened during a sales cia that | attended last year in Vienna. 


The client worked in the family fashion business and had a problem with stock control. Near the end of the 


session, the salesperson asked her, ‘When yOu 2 ooo... occ eeseceeeeseeteeeecesetetseseteteeseees (sort out / these 
problems); and then he paused for 20 seconds before continuing, ‘what improvements will you expect to see?’ 
Amazingly, the client responded immediately and was able to 3 oo... ccceeeeeccec cece ee eeeteeseeeseseneeeteeeeteeeeee (go 
through / her own detailed solutions). 

When it came to question time, | wanted to 4 0... ccc cece ee ceee eee eeeteteseneeneens (find out / something). 

| asked what the client had been doing during the silent pause. She said that she had 

eee Cente ne eee ey enn en er are eres (carried on / thinking) while lots of ideas were moving about in her 
head and then she had suddenly been able to see a solution. 

You see, when we interrupt the thinking of others to 6.0.0.0... cece cece cette ete teteeeeteceeeeeens (put forward / — 
DUr SO/UTONS), WE STOP THON Foo... onc. e cc ccccccc cap cceeecscecsensaeseeessneccnnecenteseons (coming up with / their own ideas). 

lf you stay silent, you don’t have to sell your products or ideas to your clients — you just 

a ae ee eee nee ey eee men eee (back up / them) in their own decision to buy! 


~“4B5 saapillsiaih these alee comments about a new manager using the correct form of the verbs in the box. 


aa HONEA ARENESINANSNNSSINENNTON NERA Scenes —e 
; — 8 SONNET ANTI NINA HAASAN W ANN NOAM ENA Wi AAAS NAHE HNO AAAI 7 


catch come come do look look make put. 


hae =SeBteEAANNANTBIEESANOANNER INNA RENNES ASAE INEGI il NEE ASNEHENTESSSANENOSS EAN SoSgSS AAAI NENT wetaucteual 
SeanaNMANNONASEOOS os yo08 Sanananwreniennnes 


| hope the new manager will... OMe..... up with a business plan that'll work. 
| eT eee forward to hearing about any changes she’s going to make. 


lexpect she'll 0000000. up against resistance from some of the employees. 


1 
2 
3 
4 She seems to think the solution is not to... away with the old systems but to improve them. 
5 | wonder if she'll be 0.00.00... out for new opportunities for us to expand. 

6 | hope she doesn't have to ..............000000. up with too much opposition from other managers. 

7 


Profits were down this quarter, but I’m confident that with her new strategies, we'll have ........0.0..00...0..0.. up 
with last year by December. 


8 She has promised to ........0..0.00. up for any losses incurred during the restructuring. 


<4A,B  £] a Underline the correct phrasal verbs in these conversations. 
CAMILLE: OK, we're going. Are you ready? 


GIACOMO: No, I’m trying to 1 get throu hto/hang upa client before | leave but their line is always busy. 
CAMILLE: You work too hard! Can't you 2 carry that on / put that off. until tomorrow? 
GIACOMO: No, I’ve got to 3 make up /set up a meeting with them for tomorrow. | 


CAMILLE: That’s a pity. Well, don’t forget to 4 shut down/finish off your computer and 5 break down/turn offthe 
lights when you leave. | 


DENISE: Hurry up. We need to 6 set off/go on in the next few minutes. 

NIGEL: 7 Give up! / Hang on! I'll be ready in a couple of minutes. 

DENISE: OK, I'll just 8 back up/look up the address again so that we don't get lost. 

NIGEL: Right, I'm ready. I’m really 9 looking forward to / looking after meeting our local clients socially. 


DENISE: Yes, it should be. good as long as we don't have to 10 put up with/catch up on too many boring 
speeches at the beginning of the party! 


b Write your own sentences using each of the phrasal verbs you did not underline. 


<A,B a Write answers to these questions that are true for you, using the phrasal verbs in italics. 


1 What's the biggest contract your company has taken on recently? 


CR EE EERE EEE EEE H EEE ERE EEE REE EEE REET HERE EEE EEE EHH EEE HEE EEE EEE EEE EEE HEHEHE EEE EHH EEE HOE EH SE MQ STEER EEE HHH RTH MOTE E TEL OSES ER ERE EEE EE EO EEO 


COOH ORO Came ere e THATS HHO RET RHR AEH HEHEHE EH EEO EO POTS OHHH TOTO EF OH EEE ETERS EDO EEH EDO ET HE EOE TEE HEHE HS EEOE EHS EHH TEETER EEEHOT HET EO EER EE HE EHO SEH HEHE ESE EEEE HE EHH OOH ES EEE HEEFT ERE TOE HE SEH OS 
CRO Pm EERO ROR o OMe e EEE KM HEAR EREEOHEH EEE EHO EEEHETH SETH SHES HE HEHE DERE EHDEOHEEF EHH PHOT SESH EEE OEE R ESE RHETT TEES OTHE EHEOHOEH HSE HL ETA EHOHHF THEE HH HENHOHES HEHE BESET E PETES EEE HEE HE HEME EDO HHO EES 
Cee ee ae eam ene ea Hee ee RHO es EES EEE MEOH HET ESOS HEHE ERO EEES EASES ESE SOP SES ORT OE OO ET EERE HEHEHE ASEH S OOS EEO EHE ERED HOSES HORE OORT SESE THESE REESE EES ESE O ETE HECHT ETE SEDO EE EE RESO HO EERE ODE EES 
CORO ede RO ee mem AHS E THO ERE E HOE REDE OHHH ESE SHEEHHEEE EERE RHEE ESOT EE MESH ESET REEF HHO TOOT OE EH EEE HE REST EREHH ETO EOE ESEHHS DEES REO REESE EEO ETE DEE EH EHH HVS EES E EHH ES EEE HHEHH OOOO ETE FEH EF ORES 
COOH em ere eH Ee EE HH HEH HEH DAMES EE HELE SHEE FEES EEE HS ESE EHH E HHO OER EEE ERED EEREEEDER OREO HESS SESE EOE RES HEE TEE SEHEH HOSES EHH LHEHOEE EHS OSE HOHES ES ERS ET ES EEE EEE EHD OSH O SETHE THD EHO Hae eesHivens 
PROP eam ema HEHEHE S DOT R ETH EEE ROO EEE ERALES EHS EEE DEE HET ES OEE SESH OSESEEDOEESETEE FEOF SEES ESOS SRE OH EE ESETHEEO SHES ESE EEE HEHE RESEARCHES EEE EE ES SHPO SEE HEHEHE HEE SEE SEOEEE HH OSES EF EHH EE EOEEEDES 
DOR OE oOo mmm aH A DESEO HEHE ERE OHO TERETE EEE HOT ET OREM EROS HEE EEEE HOO HEHEHE FETE EHHEHE HES EEE EOE REH SEHR OTOH HO ER EEE PES RED EEE HER EET OEHHTH TOON HEHE ETH SEH ES SETHE OHER EEE E SHEET OH HEHEHE HED EEE THORS 
POUT OTH REHEATED EE EE THERES ORO DEERE EHH ESET HH EHES EH HH EH EELE ETOH EESH HNO DETTE E HAH EEH EOE OREOET OO SESHET OTOH EE HHH ESET HER EE HESHE HEE TE HEHEHE TO HEHEHE THESE BESET E HEHE EHS ET EH EEE REE RSET OHEEeE 


10 What kinds of things would put you off applying for a particular job? 


Dele sisclereletateie clacciers’c eloisieiecstaisiete otaicielstels’steleisisicie’r eters! sletele trelerelstatete tote els eietelsteletetetsters e eleisiets sclera lets is ee sistie is etelstsleleleletereleie se otelsivie aiets seis ale clers’ sielslelsie's\e els s ticle sissie eleleieis bio isis eialate eels seie'e 8 eisle sieieie\sieie.e sleia'b.eiwisisiele/ecefeiete 


b © 27.1 Listen to the questions and say your answers. 


Make it personal 


7 Fe pe ep et) ae gt = , ; i i 
: rasal verbs ring up, hang up, get back, hang on, get through, write down to write six sentences 
ephoning you do at work. 


aes 


Phrasal verbs 


Phrasal verbs are very common in spoken business English. Some verbs are used in many different phrasal verbs a 


Here are some common examples with get. 
When youre working hard, try to get away, even if it’s only for a few days. ni a break/ holiday) 


Household goods is one area where retailers can get away with raising prices (do so cee without any 
bad result / penalty) — : 


With some funds you can get back less than you original in invest. (receive something - had before) 

Wed like to get into the Asian market. (start working in or with) — 

‘What do yout think i is the best way to get on in business? (be successful) 

People work better as.a team if they get on with each other. (have a good relation ship with) 

iwish I could get over my fear of flying. (overcome illnesses/p roblems/worries/fears) 

I wonder if Ill ever get round to learning Chinese. (do something that you have intended to do for a long time) 
Small businesses often find it hard to get througha recession. (s urvive) 

It is the advertiser's job to get through to target audiences. (communicate with) 


Phrasal verbs often have a synonym (another word that means the same), so if you do not understand 
a phrasal verb, ask for an explanation. 


«@ See Speaking strategies 6 (Checking infosinstoi for ways of doing this. 


Kl Look at this advice about setting up a new business. Complete the sentences using phrasal verbs with get. 


Starting out in business 


Whatever kind of business you'd like to 1....9 , there are a number of things you need to think about 


first. Here is some advice to help you to 2 any worries you may have about setting up a new 
business. 


¢ Choose a business area where you know you can 3... more money than you put into It. 


Don't wait too long to 4 learning any new skills — it'll be too late once you've started the 
business. 


Be aware that the first stage is the hardest. Once you 5 that, it usually gets easier. 


Banks sometimes try to 6 charging you too much for loans, so invest as much of your own 
money as you can initially. 


Be aware that you'll be working very long hours and it's unlikely that you'll be able to 7 
more than a day or two in your first year. 


If you want to 8 the local markets, choose your advertising well and learn what people in 
your area really want. 


Recruit sensibly. Choose people who will 9 you, each other and your customers. 


Finally, if you want your business to 10 know your market, the competition and your product. 


139 


Prepositions 


Read this extract from a university's website and underline the prepositions. 


a_ Which.two prepositions describe time? 
b Which preposition describes location? home 
c Which preposition follows a verb? | 


d Which preposition follows a noun? 


Using prepositions 


A1 Prepositions are usually followed by nouns or noun 
phrases. If a preposition is followed by a verb, you must 
use the -ing form. 


Our offices are in the east end of London. 


Are you thinking about investing? (not thinking-abeutinvest) 
Bb See Appendix 7 (Prepositions). 


Prepositions of place and movement 


B1 Most prepositions of place and movement are one word 
(e.g. about, among, around, at, before, between, by, from, in, 
into, off, on, over, through, under, up, within). Some are two 
or three words (e.g. ahead of, away from, close to, next to, 


out of, on top of). 
B2 Prepositions of place tell you where people or things are. 


We have several outlets around China, including Tiananmen 
Square in Beijing, next to McDonald's. 


B3 


Prepositions of movement tell you where people or 
things are going (direction). 


We're currently flying over Moscow. 


| Prepositions of time 


Prepositions of time tell you when something happens or 
how long something lasts (e.g. after, at, before, between, 
by, during, for, from, in, on, over, since, to). They are 
followed by a time expression. 


People work from 7 am to 7 pm in the week and between 
9am and 3 pm at weekends. 


A Don't usea preposition with time expressions 
beginning with next, this or last. 


Your presentation is next Tuesday. (not en-rexttuesdey) 


Verbs and prepositions 


D1 Some verbs are followed by prepositions (e.g. apply for, 
compete with, consist of, contribute to, depend on, focus on, 
lead to, talk to, work for). Sometimes you can put an object 


contact us | aight i” research 


For over 100 years, research at Birmingham University has contributed to 
scientific knowledge. We are determined to be a leader in scientific research 
well into the twenty-first century. 


D2 


courses 


between the verb and preposition (e.g. divide something 
into, invest money in). 


Why did you apply for this job? 


Some verbs can be followed by different prepositions (e.g. 
agree with someone on something, complain to someone 
about something, work for someone on something). 


We complained to the manager about the poor service. 


Ay Some verbs (e.g. discuss, emphasise, lack, meet, 
show, stress) are never followed by prepositions. 


We need to discuss the trip. (not diseuss-abeuttfhe trp) 
~“@ See Unit 25 (Verbs and objects). 


Adjectives and prepositions 


F2 


F3 


F4 


Some adjectives can be followed by prepositions (e.g. 
concerned with, consistent with, different from, interested in, 
involved in, responsible for, similar to, worried about). 


Who is responsible for !T support in your company? 
The fallin car sales was consistent with expectations. 
(was as expected) 


Nouns and prepositions 


Some nouns can be followed by prepositions (e.g. 
alternative to, interest in, lack of, price of, reason for, 
reference to, result of, solution to). This can be the same 
preposition as the related verb or adjective. 


Increased competition is the reason for the price cuts. 
There's no interest in this idea. (people aren't interested in) 


Some nouns can be followed by different prepositions. 
The EU reached an agreement with China on trade tariffs. 


The preposition between is often used to link two (or 
more) nouns with and. 


The alliance between Serfin, Habitat and Citibank is the latest 
in a series of pension fund partnerships. 


People often use prepositional phrases (preposition 
+ noun) in business (e.g. for sale, in advance, at risk, in 
writing, in general, in stock, on the phone). 


Payment in advance is preferred. This property is for sale. 


<4A-C 


<D 


Underline the correct preposition. 


1 Sorry | didn’t call sooner, I’ve been in/ona presentation all afternoon. 


There’s a meeting in/at 3 pm - that’s in/at two hours’ time. 


| think we met in /at this conference last year, didn’t we? 


2 

' 3 Perhaps you went to /at the wrong place — we're in/on the second floor. 
4 
5 


To find us, go north over /up Oak Hill Road, turn left and walk to /by the end of the road. You'll see us in/on 
the right. If you walk under / before a bridge, you've gone too far. 


| noticed it was broken when | took it out of /into the box. 
7 Our new, flat structure means nobody has more than three managers over /on them. 


8 Our advisors are available between /from 10:00 and 16:00 every day. You can also call the helpline number 
(08452452423) from/since 16:00 to / by 22:00. 


9 After /From | left university, | worked for / by six months in/at Paris. 
10 The stores are in/among the production area, next to / ahead of the machine shop. 


11 A: Can you get the package over/on to us by / on 12:00? 
B: Yes, but I'll have to send it by/on courier. 


12 Andre's worked here for/since 1980.1 think he’s going to retire soon. 


Fi Complete this article using the prepositions in the box where necessary, or put a dash (—) if no preposition is 
needed. 


about fer for in into of on on to with | 


Do women avoid competition? 


Research shows that, in business, most senior positions are still held by men. Also, few women work 
1...for..... engineering or science-based employers or even apply 2 .........0:.....1....... jobs in these areas. 
What exactly has led 3.0.0.0... .... this situation? 


Explanations for these differences between men and women have often focused 4 .......0......00.. sat 
discrimination against women, or the difficulty of working and finding time for the family. But a new study 
says that women are also more likely to dislike competition, even if they have the same ability as men. In an 
experiment, researchers took 80 managers and divided them 5......................... teams of men and women. 
The experiment consisted 6 .............00:0:. ... @ Variety of business tasks and the teams received rewards which 
depended 7 ......................., how successful they were in completing their tasks. Although women performed 
well, the experiment suggested that women were likely to avoid direct competition or conflict. 


This may make women less successful when they are competing 8........................... men for promotions and 
jobs. In one experiment where teams had to invest 9 ........................ high or low risk shares, men showed 
they were more likely to take higher risks. The study also found that men were less likely to lack 

10 ooo eiee Confidence than women. However, before anyone writes to complain 11........ en oe 
this eAicy, it is worth remembering that other studies have shown 12.......................... how effective women 
managers are. Women-managed companies in the UK are up to 14% more profitable than those with 
men-only management. 


- joadd pa sasshanza ozs 4s paeso td dle tnd b beeen meoned  ama 


28 


“@E Complete these sentences using the words in the box with a similar meaning to the words in italics. 


A AN MAAR NAN LYM onaananey eer ONNAN NNSA ARIE MAURRAAMAMLAAL LENA ORSON BRA a AMPA ME HEAR MORMON BRSURRC MA ARAN ZAMAN ORRIN CANISAAN RAN EPO MARAMAS CIV ANN MURUAnIAN) Aeon acanenaenedoteei df HARAAUASSerammearnentHcPeMnanntpnnsesctanninesennatenecoaanuanianedsnent 


] . . . . oo hd h | 
‘concerned with consistent with different from interested in 
‘involvedin responsible for similarto _worriedabout 


sounaeinaneesinnaerscenevnastasocenenennensaridnninateiionrescnnnsascaanannarasssnastenreorcaconsenste eh ce fan eR § 


1 35% of executives are....Worred about a recession in the next year. (frightened there will be) 


2 Portugal’s business culture iS 0.00.0... ccceeeeeestee senses Spain's. (quite like) 

BS NATO D OAS: fea cn tsies ccccscescercusstvsnseronwwrvesvtaversn the future strategic development of this organisation. (discusses) 
4 Japanese taste in mobile-phone design is 0.0.0.0... cceeeee cette tees European taste. (not the same as) 

5 Many European companies are already o.oo... cccccccccsccececeeeeeeseeee joint ventures in Ghine (operating) 

6 Sales growth last year Was .....0.00..o cece ee ceceneeeseneee our predictions. (the same as) 

7 Shareholders are oo... ccc eee eeeeees .... paying tax on any investment profits they make. (should) 

8 Customers WhO af ooo. eccccceeseeseseeeeeeeeenees learning more about our products should call us 


on 0845 124 354. (wanting to) 


<4F  [¥ Complete these messages on a company noticeboard using suitable prepositions. 


a1 unce that we have signed an agreement 2 a et Lee 
| on network in ee CaMes a 3 - . 
Be es as ancelled: keyboard 
ee eee Sony lap [0 0 ¢300 skills training Thursday 
Ect Siaiaiellaaeit Ey: @ 17.00 due to a lack 


interest. 


z The inter-office football 
tournament 
and the Queen's Road and 
Livermore Street branches 
will be on Saturday 11 June. 


<4A-F [& Complete this presentation on positioning your brand using suitable prepositions. Sometimes more than 
one answer is possible. — | 


1....With/For most of the companies | work 2.............:: _\'llask someone to think 3.00.0... this 
question: if you could put one message directly 4.0.0.0... the mind of a prospective customer, what 
WOUIG IDbe? 5 oo ccccscccceess: thinking for a moment, they‘ll mention something. Then Ill talk 6 ....0.0.....c ee. 
a different person and I'll get a different answer. In fact, | get as many different answers as there are people 
WONMRG F acoZinecex GWtiarenads the company! That's bad. 

Bee cesisiccstccnnte Roh general, the only messages that customers are interested 9 oo... are short, 
powerful and repeated. So every single employee has to focus 10.0.0... what the company’s 
message is, and then they have to take responsibility 11........... eeieaareee! Sharing it- 12.0.0. 
conversation, 13 ..............c the company website, 14.00.00... WHITING BNW oo icnscssciescescenees- the 
phone. Consistently. 

This is called positioning. It means thinking 16...............0...06. your customers, your competitors, and your 
goods or services while you look 17 «0.0.0... ee the most powerful words to describe your business. It’s 
worth it: good positioning may improve your marketing 18 ................0... years! 


28.1 Listen and compare your answers. 


Make it personal 


OL 
= 


How does y 


re 


any market its products? Write a short paragraph explaining the process. 


Prepositions 


; You. can use: e prepositions to describe change in terms of nambers For example, you c can use 2 prepositions with 
words like rise, fall, increase, decrease to say if numbers (eg. sales, profits) went up or down. | 


With noun phrases, use in to say what has changed and of to say how much it has changed. 
There has beens arise in sales of 5%. (not by596) | 
Maris: and ee announced pre-tax prone of £35 Sailor: 


es 


ste 


Pies tax sian cimbed fom £8 bak to £20, 2m in the year to i aa 


[4 Complete these sentences using in, of, by, from and Les io 


Revenues climbed ....fom....§175 million 


The company said its poor results reflected a sharp fi rise. ee 
Last year GDP grew........................... about 7%, which is not h 


The USA trade deficit with Japan fell ..............0..... mor 4 
seve visas ge 0.3%. ie 


bh W NN = 


cies 


5 International business was heavily affected by the decrease. Pe s of software products, 
dow? 1896... the same quarter last year. Wee ee ee 


Complete the descriptions of these two At na 


1,000s of units 
50 
40 


the third ¢ quater 
30 < 


IstQtr 2ndQtr 3rd Qtr 4th Qtr 


$m __ Export sales (Q1) Export sales rose 9. ae 
92 11. SOR OOSOCSaHED : soseesees eee = as 


Jan’ Feb" Mar 


Make it personal 


Organising what you say and 
highlighting information 


Read this comment by a manager. 


We don’t have much time. We 
| have to be aggressive. What we need 
4 is a new campaign slogan. 


Which point is she trying to emphasise or highlight? 


£saibajes Buryeeds 


ee re reasons for aaah. ta Le red f rebeuci isnota be month to launch; if ceeondle we really do need more time 


‘f : i eae tes : , and thirdly, the sales force need more training. 


A2 You can also use numbers (one, two, three) or the letters of the alphabet (A, B, C) to organise what you say. People normally — 
don't go further than three or C in informal situations. 


can think of twe reasons not to Osh shares now: one/A, the US market is unstable; and two /B; nobody really knows what's going to 
happen in Asia. 


A3 When you make your last point or come to the last item in a list, you can say /astly/finally. 
And lastly/finally, | want to remind you of the date of our next meeting. 


Ay Don't confuse first(ly) with at first (which means in the beginning / initially), or nae with at last (which means 
eventually / in the end). 


At first (not frst) | didn't really like my new boss, but now 1 like her a lot. (the situation has dined 
| looked everywhere for my keys and at last (not tasty) | found them on my desk. (after a long time) 


A4 If one point or item is much more important than the rest, you can say first and foremost. If your last point is just as important 
as the rest, you can say (and) last but not least. 


First and foremost, we should be thinking of how to expand our customer base. 
Last but not least, | want to thank Graham for coming all the way from Warsaw today. 


Highlighting what you say 
B1 You can use clauses starting with What ... to highlight Mnpertant information. 


e To highlight the object: 
They want more information. > What they want is more information. 
We need more desks. + What we need is more desks. (not WAety 


cj 


e To highlight the action: 
We contacted Westons right away. + What we did was contact Westons right away. (not Yhatwe-didwas-contacted) 
e To highlight what someone says or thinks: 


| told them / said / thought / meant that the date had been changed. > What I told them / said / thought / meant was (that) 
the date had been changed. 


B2 You can also use This is what and Here's what to highlight a whole sentence. 


We'll set up.group a mailing list. > This is / Here's what we'll do: we'll set up a group mailing list. 
They hired a team of consultants. + This is what / Here's what they did: they hired a team of consultants. (Or What happened was, 
they hired ...) 


Organising what you say and highlighting information 


Practice 


<4A [El Addthe words firstly, secondly, thirdly: and finally to this PSs] 
presentation at a training seminar so that the organisation 
is clear to the participants. 


_ Firstly, 


Let’s have a look at the objectives of an effective PR strategy. A 
PR adds to the good i image and reputation of the organisation : 
— organisations can use PR to send out positive messages — 
about their activities and performance. With good R you. 
attract and keep not only good customers, but also other 
parties such as employees, shareholders, et . These ot 
parties are the people that the organisation interacts with- — 
I'll come back to that with an example in a minute. PR also - 
deals with negative publicity, especially when something goes 
wrong, and can help overcome false ideas people might have 
about the organisation. You can also create good relations with 
the wider community. 


SS 7.1. Listen and check your answers. 


<A 
Lucy: Right. Let's start. 1.. Fest Ee alt. let’s 
are several things | we need to do. 2. ee es 
the most Sead thine 3 As you knc 
JAMES: Before we go on, 1 justin \ 
meeting. So, 5... = issue c Ith insurance, 6.0... "public holidays in in 
Ireland, 7.0.0... vane lfish ht tax clans 3 sani ‘ r . the exchange rate M Neve looked at all four and 
for all your hela “And Id ae 
1 , thanks to 
<4 B1,B2 


i They - obec 
3 We should ser 
2 ae 


este cman ee 


946. Test 7: Units 25-28 


-. ; ' , i e . es | zi 2 ae” 
) sg = } ’ Ee _ : t : : MA } Ay A hei ngs i x ‘ ES 


Complete these sentences using an object from the box where necessary. If the verb doesn’t need an 
object, leave the sentenes as it is. 


OA HE AEA A RARER EOL ER CRIRP EIR RAUL ERLE LENS RE EIRLALAEEEUASEUS PLO B SSCEAPEO 


interest rates money productivity the results 


TESTER YAS ELLER RREITRLEA PH 


raawee catasmaaete jouneicel 


1 We're always looking for talented staff and we very much liked ....your.CV..... 

2 I’ve just seen the market research survey and I'd like you to check 0.000000 

3 Ms LHuillier? Someone rang while you were in the meeting. Can you Contact ............ ccc eee t 
4 Following the restructuring, around 40 middle managers will go................. siccop temas: 

5 Inflation is rising ................c0.0s0000c00e and Central banks must decide whether to increase 


ee | 


7 |'mlooking for the canteen. Do you Know ..............0c ccc ? 
8 If we don't raise 0.2... eee by 20% next year, we'll have problems meeting demand. 
9 Can you help me, please? | can’t get the new printer to Work «00.0... cece 

10 My forecast for next year? | expect blue-chips to continue to Make... cee , 


Complete this conversation by putting the words in italics in the correct order. 


A: Have you the / CFO / yet / the / report / sent? 1 ....Have you sent the CFO the report yet? 
B: I'm a/ giving / presentation / Sam about it today. Oe asseerecieestiea eatin eos ota eta een ead 
A: lit/ to / her / showed yesterday. The CFO needs it now. Bi eases nen stepson see ee 
B: OK. him /a/ make / I'll / copy. 4 
A: Thanks. If you me / bring / one, I'll/ buy /a/ 

drink / you too. EN stance vaahoriaiaeasaaecececene tasted ates 


Complete these sentences using the correct form of the verbs in brackets. 


1 Asaconsultant, | enjoy ....me2#g..... (meet) such a wide range of people. 
2 Doyou want anything .........0.00..0.c cee (drink) before we start the meeting? Tea? Coffee? 
3 After 14 years | have decided |... (step down) as managing director. | will, however, carry 
IN sic incetes bvoneestaitiantsnnt ROR (manage) the company until my successor takes over in May. 
4 We're beginning ................ es (involve) the staff more in the decision-making process. 
5 If YOU agree oo... cette (order) over 100, we'll give you a 10% discount. 
6 How long did you spend .................c cee (prepare) this report? Five minutes? 
7 The Internet has really helped consume! ............0....cc cece (compare) prices easily. 
8 My job involves a lot of time... eee (read) the financial press. 
9 Will Saudi Arabia continue 2.0.0.0... eee (dominate) oil production? 
10 I'm like you -1 don't like... ee (make) presentations; | prefer .........0..0.... cece (be) in 
the audience. 
91 You cannot afford .......2.....0.0..ccceccscceseee: (miss) this fantastic investment opportunity. 
12 Personally, | hate .........0.0..0. ee (ask) for help, but | always expect my staff 
i POOR Re discicdoand (ask) me for help when they need it. 
13 The UK Post Office tried 0... (rebrand) themselves as Consignia, but without success. 
14 Sorry I’m late. | stopped «oo... ees (get) some petrol on the way. 


oh pit = 
Pes eos 
nf 7) 


4 Match the phrasal verbs (1-6) with the meanings (a-f). 


1 | came up with the idea yesterday. a reply 


Barkers turned down our merger offer. b postponed 
We've put the meeting off for too long. c failed 
Thanks for calling. Can | get back to you in a minute? d succeed 


Union leaders claim the pay talks have broken down. e rejected 


a wu & W N 


Many graduates see an MBA as the best way to get on in business. f thought of 


5 Put the objects in brackets in the best position. Sometimes two positions are possible. 


1 A: Can we tum... off... He aircon in the meeting room? It’s really cold. 

B: I'd rather not. Can't we just turn... GIOWID 52. cccctecteecatibecseees ? (the aircon / it) 
2. Apersonal advisor looks «0.0.0.0... A ae in our bank. (each client) 

3 Unemployment is so bad that many people have given up looking......................-+ Nahe <stecemtocncreee . (a job) 

4 Regarding next year’s budget, I'd like you to put... FOPWANGE ..0:........0csiceeeee: . (your proposals) 

5 With plenty of cash in the bank, private equity funds are looking....................... ONT os anes: for 
i ROSRea ian Ee . (new acquisitions) 

6 I’ve got some messages for you, Adrian. | wrote .................0 GOWN 1.0... somewhere ... here 


they are! (them) 


6 Underline the correct prepositions in these sentences. 
1 Idon't want to retire. | want to go on/out working until I’m at least 75. 
2 Have my emails been getting through/over, because you haven't replied to any of them? 
3 I'm afraid we're going to be late. We didn’t set up/off until five minutes ago. 
4 | didn’t know the answer to one of the questions after my presentation so | made it up/out. ‘ 
5 Weare looking forward by/to meeting you on Wednesday. 


6 Asa company expands it comes up /against/with bigger, stronger competitors. 


7 Complete these extracts from the business news using the correct preposition. 


a Asanalternative 1....%..... fossil fuels such as oil, there is growing interest 2.00.00... wind and solar 
energy. Until now the lack 3.00... government spending on alternative energy sources has 
kept the price 4.000... renewable energy high. Some people believe that pressure from the oil 
industry is the reason 5.0.0... this. However, as a result 6.0000. the fall in oil supply, the 
government is now determined to find a solution 7 .............00.... the problem. 

b Inthe US, Ford sales have fallen 1.0.0.0... 21962... cine... eee the last month and, despite a fall 
rr 4% in September, Toyota has remained the market leader, ahead 4.......0.0.0... GM. 
Toyota has lowered its sales forecast 5 ......0...00ccecee 9.85 million 6.0.00... 9.5 million vehicles in 
the worsening economic climate. | 

c There are many more companies investing 1 ...................06 direct recruitment through their corporate 
websites. But they have to compete 2.............. Bemis: specialist job websites that focus 
Ss wee ee css a single industry. Since the dramatic growth 4.0.00... job websites first started 
I anaes cts 2000, the industry has grown 6...:................05 VANE Fs cosa iececsom.! around £300 million. 
There are quality issues, however: 73% 8................. ssc HR directors complain 9 ..........00..00..000.. the low 
quality 10.0... CVs that these job websites supply. _ 

d In India, the markets were closed 1.................0006 BN AGUNZ o:2..6:00heuSenes TU OSHRY SS . - vssesncsssdiaveysenee 10am 
and 11 am as trading was halted 4.........0.0..00.000. an 8% fall, the largest-ever share-price drop 


Dare ie avers the Bombay Exchange 6........ ee one morning. 


Read this advertisement. 
a Which words describe US magazine? 


b Which word describes US magazine's readers? 


B1 


B2 


B3 


C1 


C2 


Adjectives 


US Magazine is a young, cool and fresh entertainment 


magazine, which focuses on the artists and achievers that 


ny What are adjectives? 


Adjectives give more information about nouns or 
pronouns. They can describe a person or thing, or they can 
tell you about the class or group something belongs to. 


The new CEO is effective, flexible and helpful. (this tells us 
about the CEO’s qualities) 


He’s a civil engineer by profession. (this tells us what kind of 
engineer he is) 


3] Forming adjectives 


You can often form adjectives by adding suffixes to other 
words (e.g. -able, -ed, -ful, -ic, -less). 


amarketable product asuccessfulfirm a qualified doctor 


You can often make opposite forms by adding prefixes to 
the adjective (e.g. dis-, im-, in-, ir-, un-). 

adishonest trader an ineffective leader 

an uncomfortable office 


Ay Don't confuse pairs of adjectives like interested/ 
interesting. 


We built an exciting product. (describes the product) 
‘I'm excited’ said Tom. (describes how Tom feels) 


@ Using adjectives 


Most adjectives go before the noun they are describing. 


China is an important market for our company. (not emerket 
iApertant) 


Some adjectives can also go after a noun (e.g. affected, 
available, required, suggested). 


Products affected by the new tax include electronics. (not 


Affected preduct-by the renter) 


You can use concerned, present and responsible before and 
after the noun, but the meaning changes. 


There were four managers present at the meeting. (four 
managers went to the meeting) 


The present managers are being replaced. (the managers of 
the company at the present time) 


C3 


C4 


E1 


E2 


the new generation of youthful consumers really cares about. 


You can use the adjectives high, long, old, tall, wide, etc. 
after a measurement noun (e.g. metres, years). 


The building is 30 storeys high. 
He's 20 years old. 


You can use adjectives after indefinite pronouns 
(e.g. anybody, no one, something, everybody). 


The iX451 is something new in mobile communication. 


You can use an adjective after the verbs be, become, feel, 
get, look, seem, remain and sound. 


The new office furniture looks good. 


'»}] Ordering adjectives 


When there is more than one adjective before a noun, 
the most common order is: 


quantity > opinion > size — quality — shape — age > 
colour — origin > material — purpose 


It’s easy for efficient, new, consulting firms to enter the 
market. (quality, age, purpose) 


3) Making adjectives stronger or 


weaker 


You can make adjectives that describe qualities stronger 
or weaker using adverbs like a little, quite, rather, really, 
very and extremely. 


The training costs this year are very high. 


You can make adjectives with a very strong meaning (e.g. 
essential, impossible) stronger using absolutely and totally. 


It’s absolutely essential to maintain that core market. (not 
yven-essenttat) | 

B> See also Units 30 (Adverbs) and Unit 31 
(Comparisons 1). 


<@B1,3 


“@B3,E 


Complete this text using adjectives based on the words in brackets. 


Underline the correct adjectives in italics in these market ereeCh. 


| Finally, there are 


Ina highly 1 (compete) industry like this one, 2............ “os. (succeed) candidates for 
employment must have excellent De a een ne es (academy) records. This means 

-, Sellen Oe all cose, (Qualify) chartered accountants, or graduates who've had Fates tees (response) positions 
in industry and done an MBA. 

It requires 6 oo. .-».... (consider) stamina and a 7........ eee aye tant (flex) mind: 48:8 acc core. (finance) 
transactions are often completed in the middle of the night. 

We're looking for people that see it aS a9... (challenge) career. We like people who are 

A gay aay al ce ae (ambition) and 11... (determine). 

Venture capitalism can be a 12 0000. (reward) and 13.0.0... (profit) career. If you are 

Te ee Ee. (interest), get in touch. 


mis- un-| 


In the US, it is nearly ...... possible to eat in restaurants, hire cars, or stay in a hotel without a credit card. 


New technology has been developed to prevent _.Jegal copying of software. 


2 

3 

A In aw managed business, it is not just staff who suffer; customers suffer, too. 

5 In my job, | can't afford to be...... decisive. | have to react instantly to the markets. 
6 


The supermarkets strategy of opening superstores and closing ...... economic branches has paid off in 
record profits. 


7 \InSat TV checks all its installers for quality, and has set up a complaints procedure for ...... satisfied 


customers. 


8 People who work......regular hours are four times more likely to have health problems than those in 9 to 5 


jobs. 


1 GM’s share price dropped by $2. 125 5 yesterday due | to the announcement of disay pointin; /disappointed 


results. for the last quarter of this \ year. Aseries of damaging stri es meant that September was a very 
bad/terrible month for GM i in terms of output. The ‘management believe that a new corporate structure 


is absolutely essential/important for the future success of the company. 


The share price of restaurant chain Michels & Butler climbed nearly 19.5¢ to $5.44, after rumours 


spread of a takeover by) rival Enterprise Cc atering. Reports have suggested that Enterprise i 1s interested/ 
interesting in M&B after it failed to buy Star Restaurants last year. 


UCS analysts are said to be satisfying/satisfied with recent sales figures from Holt Telecom. ‘There are 


still risks,’ ‘they said, ‘but these results a are re pleasins /pleased | for us as we e know Holt have spent a lot on 
quality improvements.’ : = 


( exciting/excited inve tmen 1 opportunities at Hedge Oil. The markets have previously 
seen the company as a rather boring/bor d investment. However, Hedge are expected to announce new 


discoveries of oil in the Nc th Sea, perhaps as much as 100 million barrels, which would see their share 
price climbing rapidly | | : 


<4C, D, Complete this article about customer care. Put the adjectives in brackets in the correct position. 


E2 

Customer service is 1.......................... absolutely .... Y44L.... (vital) for small businesses. Why? Well, anyone 
WhO 2 ince ISS neoaican LReen) to compete With 3 ..25.25...4....4. Companles: 3.25... 
(other) needs customers who want to come back again and again. 
50, how can businesses improve their service? The answer 4 ........................18 cece (simple): 
make sure the 9 ................:00::- POODLE -.o ee ene Saran ee for customer service 6... 
feel .. scree. (Valued), because they are your 7... Jtususee Customer service .. : 
aia). anack ‘How does this help? Obviously, when staff 8. Ti ite ATO ssocn igo with 
their work, customers 9.......................... feel ...0.......... ‘i ueleonie) And mce can you whels staff enjoy 
their work? By using 10........... feedback ........ (positive). Managers usually only thank 
employees when they do 11 .......................... soniethiig. Jiiteteueersneese es. (Special), Why not thank them for 
doing what they’re supposed to do? It certainly can’t hurt. 
What next? Well, just more of the same. Thanking staff for doing a 12 .............000..00..... JOD... cee 
(good) can mean the difference between 13.......................... employees... (motivated) and 
14........ ..... employees ........ .... (demotivated). Which do you want serving your customers? 

<D = Complete these conversations by putting the adjectives in brackets in the correct order. 


1 customer: What's on the menu today? 

WAITER: Well sir, we have some....lovely fresh Scottish 
(fresh/lovely/Scottish) salmon. | can also recommend the 
Soreteeiee sesesseseeees (Spicy/tomato) soup. 

CUSTOMER: They sound good. I'll have the soup to start and 
then the salmon. 


2 RECEPTIONIST: Good morning, how can! help you? 
PAULA: Hello, it's Paula from Seymour Ltd. Can | just 
double-check our order, please? 
RECEPTIONIST: Of course. You wanted ...................0. (black/fifty/ 
personalised) pens, didn’t you? 


3 SALES REP: Where's your office? 
NEW CLIENT: It’s on Lausanne Road, in that...............0...... 
(old/stone) building — number 62. 
SALES REP: Oh yes, | know it, next to the .................... 
(luxury/sports) car dealer. 


4 PROPERTY DEVELOPER: So, if you look at this part of the diagram, you can see we've got a............. 
(square/thousand) metres of storage space in the basement. Above that there's a ................e. 


(huge/shopping) area and behind the shop we have the ....................... (customer/underground) 
car park. 
COLLEAGUE: Sounds good, doesn't it? 
PROPERTY DEVELOPER: Yeah, and don't forget the ....................0. (busy/pedestrian) area out front. Thousands of 


potential customers per hour! 


29.1 Listen and check your answers. 


Make it personal 


cribe each object in the room where you are? 


| 441) Adjectives 


: and services 


Compound adjectives are often used to describe companies, their products and services, and their performance. : ck 
They are formed by linking two words. Here are some common types of compound adjectives. 


® well + past participle e high/low + noun 
Coke is the most well-known brand in the world. This laptop displays high-quality images. 
We are a well-established firm, founded in 1912. As a high-tech company, R&D is vital to us. 
Amiel is well-run by its excellent management. This is a high-yield investment returning 8% pa. 
Our website is well-designed and easy to navigate. Our high-profile clients include oil companies. 
e fast+-ing Low-cost airlines made travel cheaper. 
Primark is a fast-growing retail business. Bonds are low-risk compared to shares. 


Good research is vital in a fast-moving market. 


Complete these extracts from business reports using the words in the box. 


cost designed established known moving _ profile quatity tech | 


1 Today's telecoms companies face increasing demand for high-....444444.... internet services. — 


2 Feedback from customers indicates that they think our products are well-................000.. : 

3 Samsung is a world leader in the fast-.............00.0.0..0... area of high-................cc0 products such as memory 
chips and mobile phones 

4 Many well-o. WNIQN=....nseeawec te business leaders, including the Microsoft board, attended 
the conference. 

5 Online retail is now a well-................. ..:..... Way of shopping and most problems were solved years ago. 

6 Our new, low-.....0...... ne solar powered laptop computer is selling well in Africa. 


Read this email from a financial advisory service to its clients. Rewrite cud words i in italics using a suitable 
compound adjective. 


Dear Investor, 


This month we are recommending Nevills, 1 an old British estate agents, with a strong record of growth. 
Nevills is 2 an.expanding company with profits up 20% to £48m last year. Its strong management team 
make it 3 an efficient company. It regularly pays a good dividend and could become 4 a profitable 
investment if the property markets recover as expected. Don’t buy while the shares remain above 

120p, but any fall below that price is a good opportunity to buy into this 5 famous company. For those 
who prefer 6 safe investments, consider buying government securities as a safe, secure home for your 
money. However, as the 7 dynamic stock market hits record highs, and the US markets seem happier 
about 8 advanced IT stocks, there seems to be no need to play safe yet. The problem with government 
securities is that they are only returning 4% — not exactly a way to get rich quickly. 


Thank you for your support and we look forward to helping you again soon. 


1 a well-established British estate a 5 

ecvece se PEERED E PT PR ERLE PO Od hem wee ene seen te er aetae wre, tt sa 

2 Le ee ee 6 Ss 

BD occcceceotcen ]ikE: SER GONE ee i eeenyyeter DUNES) con ees Filo ere OSS RN tacalay get ter Ae ee ee Ore ee 
PRUE ee scuuseinpnoneonpanbabhenpn neue aveveurenialenne ts Oe IE aes py a he la peta cir a cee arr on a maT em 


Make it personal 


Think about your company and its products and services. How would you describe them in English? - 
Use some of the adjectives from this unit. 


Adverbs 


Read this advertisement. 


a Which word tells you where the food is grown? ~ 
: ; “db Which word tells you how the food-is grown? 


¢ Which Word tells you whén the food is sent to custiiner? 


Fy What are adverbs? 


Adverbs add information about verbs, adjectives and 
adverbs. They tell us how, where, when or how often 
something happens, or about the speaker's attitude. 


We need to look at this carefully. (tells us how) 

My car is parked outside. (tells us where) 

We haven't had any complaints recently. (tells us when) 
Does she visit you often? (asks how often) 


Forming adverbs 


B1 


B2 


You can form many adverbs by adding -/y to an adjective. 
If the adjective ends in -y, the adverb ends in -ily. If the 
adjective ends in -ic, the adverb ends in aad 


a a ee a a ae a aa we otnerehvcnancancrnnnnattiremcmmccttcaneNteAt ee enretnesitmaseesennn 


Adjective _Adverb | 
‘It’s a direct way of : We can contact customers 
contacting customers. directly. | 
_ We were lucky and founda _| Luckily, we founda new | 
_ new supplier. | _ supplier. | 
| Economic development is | The region is developing 
_ taking place inthe region. | economically. | 


B See Appendix 1 (Spelling). 
A Don't confuse adjectives and adverbs. 


We must look carefully at the cost before we decide. 
(not He mustteekcarefut atthe cost) 


Some short adverbs do not end in -ly. These include: far, 
fast, hard, late, long, often, soon, well. 


The company’s doing well. (not geed ) 
Everyone's been working very hard recently. (not fFardy) 


Position of adverbs 


C1 


These adverbs come after the verb (and object): 
e most adverbs of time, place and manner. 
| don’t want to arrive late at the airport. 


Please send the invoice immediately. (not serd 


| idalthaiavoieg 


e adverbs of frequency (e.g. daily, monthly, annually). 


The conference takes place annually. 


C2 


C3 


D1 


D2 


Greenerway Organic foods 


Alt our food is produced locally and grown organically. 


Orders are dispatched immediately, fresh to your home. 


ys 


These adverbs come between the subject and main verb: 


e adverbs of frequency which have an indefinite 
meaning (e.g. often, rarely, seldom, sometimes). 


We've rarely had any orders from Moldova. 


e adverbs which describe possibility (e.g. possibly, 
probably, certainly). 


Her flight has probably/definitely left by now. 


e adverbs which show the speaker's attitude 
(e.g. actually, honestly, sincerely, personally). 


! honestly think we should postpone the sales conference. 
e short adverbs (e.g. also, always, just, only, really, never). 
We just need more time, but we also need more staff. 


lf there are auxiliary or modal verbs, these adverbs come 
after the first verb. 


| have often wondered why part-time staff are badly paid. 
Could you also make a copy of the letter for me? 


If the main verb is be, the adverb comes after the verb. 
We are always ready to discuss any special requirements. 


Adverbs can come at the beginning of the sentence for 
extra emphasis. 


Unfortunately, we've been having problems with our server. 
Yesterday, we had a visit from Head Office. 


A Don't use always at the beginning of a statement or 
question. 


| always prefer morning meetings. (not Ahweys+ preter) 


Adverbs + adjectives/adverbs 


You can use adverbs before adjectives, and before other 
adverbs, to make them stronger or weaker. 


The new office building was extremely expensive to build. 
| thought that meeting went really well even though it went 
on slightly longer than usual. 


Some adverb and adjective combinations are typical in a 
business context (e.g. heavily dependent, entirely different, 
remarkably/broadly similar, highly competitive/profitable/ 
successful/skilled, greatly reduced/increased/improved, 
totally different/new/unexpected). 


The markets are heavily dependent on currency movements. 
The two reports are remarkably similar. 


<4A,B 


“<4B 


Complete these sentences using adverbs formed from the adjectives in the box. 


toensneeecentnnt ten AAT EEE AE EES APES EAN anecnentn — os gam nasenanwnsgnncan natn nanan ena ennhahanaatana nn nanhanahawar nt nenntianashaannhnasenhahaaannanrmetnnensathaawavversnennshan\anh 


i slipped as | 
annual complete economic efficient global lucky internal primary +eeent sudden | 
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Worsman’s Bank had a crisis and had to close within 24 hours. It all happened very ............... ee ; 
This document should only be circulated ...........:ccccce — it’s not for outsiders to read. 

We have to stop thinking just about Europe and start thinking.......... | ores ; 

| needed to speak to Pietro in private. ............... , he was alone in his office. 

We wasté so much time, We must learn to do things more......... eee. 

This filing system doesn’t work at all. | think we should change it... 

The building is inspected 0.0... by the health and safety people. 


| re offer consultancy about web development, but we can also offer general IT services. 


oclUC OOUlUcOUmUCUNLCLUCCONUUCUCUMNMDUCCUWMRLUCUMWtCSNSND 


fC ) 


We are dependent on Europe politically as well as.................. oe 


Complete these sentences using an adjective from the 
box in one gap and the related adverb in the other gap. 
It may be the same word in both cases. 


bad early economical fast -geod hard 
late long normal total — 


Sasyennnanveyveewowenn ann ayepew annnnaima WY AAR AUR AAC PEOPPE AP ERRURO WTO A RRR AAA AAA RRA ADAP AANA CAME AO RA AR AAU AARON 


1a Wehada very....9004.... year last year, 
Congratulations, everyone! 


b The company performed ....we.... last year. 
Congratulations, everyone! 


2 a Today is just a... ee. day - meetings, 
writing reports, all the usual things. 


OP WF aeameut iat spend our day having meetings, 
writing reports, all the usual things. 


We apologise for the ................008 delivery of your order. 


ao 9 


We apologise for the fact that your order was delivered eee eneny eee 


THE ZaViS@AiS QVETY*......6.0006.-0.cces.t car — it uses very little fuel. 


oe 


The Zarison performs very .................- oe. — it uses very little fuel. 


We took the .........0....ce train to Brussels and were there in an hour. 


os 


The train we took to Brussels travelled very ............ oe and we were there in an hour. 


| have avery... flight tomorrow. I've ordered a taxi for 5 am! 


oe 9 


My flight leaves very ..........0...0.0.08. tomorrow. I've ordered a taxi for 5 am! 


Their marketing strategy was a.................8. failure. 


ao 9 


Their marketing strategy failed ........00....00000.. : 
She did a lot Of .......ccccccecceeeeee work designing the website. We must thank her officially. 


s 9 


She worked SO ..............::::0005 designing the website. We must thank her officially. 


The software has a..................0.00. record of crashing during periods of high demand. 


os 9 


The software is known to perform ....................0. ,and it often crashes during periods of high demand. 


10 


PE WASH Cdl ccc cictsredicdcesesvedl journey; we were only on the plane for 45 minutes. 


os 


The journey didn’t last very ...........0..0....8. ; we were only on the plane for 45 minutes. 


30 


<4C1 =] Complete this article about automated telephone systems by using the words in brackets in the correct order. 


In many large companies nowadays the telephone network is connected to a computer that acts as an 
electronic receptionist. 1... The. system, takes uncoming calls automatically. (qutomatically / takes / the system 


Phe e ewer eee ee ee Ce ee ete RR ec cere ese STEER ETE E RE REE Mrs eee essere ee seOhE EES resrnewreees mp sees 


/ incoming calls) and checks the caller’s details, using information from its database. This means that, for 


GRAUDIS Zo is Svscseseccdscasveccoseceesdevretansnicvadnces. (the customer service department / instantly / the customer information 
/can/view) when they take a call. The customer is greeted by someone WhO B ooo... ccccccecccecec eects eseesteeseeeeees 
(them / correctly /can/address). This person speaks to them a5 if 4.000... cece ee ceeeeteneeee (they / the 
caller / personally / remember) and any previous calls they made. In this Way 5 .......0....cccccceceecccceecessereeneeees 
(the computerised receptionist / helps / the customer / directly) AN 6 ........0..0..0.cccccccccec cee ceseeetteteseenes (immediately / 
them/connects) to the person WhO 7 .....0...occccceccccceecceccescesceeeeeseeeees (them /best/can/ assist). 


<4C2-3 [J Complete these sentences by putting the adverbs in brackets in the correct position. 


1 She has....Oreen..... (0 (0) 9| rr training sessions for new staff. (often) 

2 WE ccc. need to search... the old customer database. (probably) 

Se ee ee Lies terdepe resist ote |] a Cree here to answer any questions you may have. (a/ways) 

A ANS is, eae DOOM coos ccccccsseeeeeeeeseen a good year for us. Let's hope we can repeat it next year. (certainly) 
The company's ..............0:ce COM ishcs i ssceisesnidecoscees well in the st three years. (actually) 

© DOCS... oa... .8 YOUF COMPANY... eects <1 88) ©) (0) ree temporary staff? (sometimes) 

/ ee eee eee earee GUNG a tieectaicemeveuee back useful information from my trips abroad 
(always) 

eee een eer GIG CGE ices csaicwsssncies the contract. (unfortunately) 

. ie eee ee ee have three days’ holiday left this year. (only) 

|.» ae ee ae? Serre rere attend meetings ......... eae these days. .............. eee I'm 


ee ee eee too busy. (seldom, usually) 


<iD Two colleagues are discussing possible locations for expanding their business. Complete their 
conversation by Ee the adverbs in the box before or after the words in italics. 


‘entirely. “heavily: “highly _ probably | “quickly “rapidly. salty “remarkably | 


ROGER: Twainhill is a 1....reauy.... interesting 
big. Ninety thousand people! 


CHARLES: Ninety thousand, wow! Now, Brigmouth also looks 


eee eee ere seee bees town ° And it’s a Si = za = at * - inl x ; * = 
= Er, ‘ as z ap bee i = +48 a 1 ‘i . i. if : 
a ty | a ae en 1 


interesting. In fact Twainhill and Brigmouth are 2.................. similar 
speeteengeeaes . The population of both towns has 3..................grown 
ee ae in the last five years, so we should 4..................give 
Penne them serious consideration. They could be 5.0.0... 
profitable ...........0..... ; 

ROGER: I’m surprised they’re so similar. | thought they'd be 6................. 
different ...........0...... . Well, if we could open 7.................. outlets 


toa Eeastceyiies , we could really get an advantage over the competition. 


NORA: They're not retirement towns, are they? Because we're 


cca sees dependent................. on young professionals, out at 
work all day. 


ROGER: No, | think there’s a good population mix there. 


Make it personal 


Think of something in your job that you always do, something that you occasionally do (e.g. once a month) 
and : | something you rarely do (e.g. once a year, once every two or three years). Write three sentences about 
those things, u: ing th three adverbs. 


Adverbs 


y/ i a this will give fea reliable information to support their products, 


ner attitudes towards fast-moving consumer goods have 3 really/probably been tested ona 
untry basis in Europe many times before now, haven't they? 


have. But in the early days market researchers tried to identify the differences between one 
nother. Nowadays, the fast moving-consumer goods sector is 4 actually/maybe looking at the 
th our friends across the rest of Europe. That's why, for example, we've seen pan-European and 
ing and advertising campaigns from the leading brands. 


have 5 certainly/basically been changes i in advertising policy. But is there an advantage in 
arketing campaign at just one country, 6 obviously/perhaps? 


ray But | think shat what our research 8 eealilereeaoiy sh shows | is that we have to think 


Read this extract from a letter on a website. 


a Which words show the difference 
between the old and the new company? 


b Which words show the difference 
between the writer and his colleagues? 


Comparisons 1 (comparatives, as ... ds) 


My company merged with a larger and more dynamic one some months eo 
ago. Its culture is quite different to ours, which was pretty conventional. | find i 
this attractive but my colleagues are more resistant to change than | am. I’m 
feeling isolated. 


, ee comparative adjectives and adverbs 


ee ne ee = 
Al | _one- syllable adjectives and adverbs add ser aiclieee -> cheaper “fast = faster 
ad) jectives « and adverbs of two or more syllables more. expensive — more expensive often - — more e often | 

oh Saceae 2 wee —— = ii le men ACN aad 

“two- -syllable a adj djectives ending it in-y | aaa yar and add ler happy a happier — 

| 


: 9 
| more . 


‘edierbsending Inly 7 easily —> more easily 


B> See Appendix 1 (Spelling). 
Some adjectives and adverbs have irregular comparative fo 


good/well — better bad/badly— worse far/far > further farther is possible but less frequent 


A2 Some two-syllable adjectives have two comparative forms (e.g. friendlier / more friendly). One form is usually more frequent. 


oO The more frequent forms are: cleverer, easier, quieter, simpler; more likely, more costly, more friendly. 


Using comparative adjectives and adverbs 


B1 


B2 


C2 


Comparative adjectives and adverbs compare two people or things. Use than before the second one if you mention it. 


(not more-gtickly thattarge corporations) 


When you compare two different people or things with the same quality, or doing the same activity, you can use an object 
pronoun or a verb phrase after than. 


Smaller companies can often change more quickly (than large corporations). ( 


Do they supply orders more quickly than us?/ than we do? 
ro) With possessives, a pronoun is normally used, not a verb phrase. 


Last year their prices were higher than ours. (than ours were is possible but rare) 


! aS... as 


You can use as... as with an adjective or adverb to say things are equal. 


We try to keep our fees as low as our competitors. (not esteweres) 


Notas ... (as) and less ... (than) are the opposite of more ... than. 0) Not as... as is much more frequent than /ess in spoken 
English. Less is not common before -ly adverbs or one-syllable adjectives. | 


This year’s sales aren't as good as last year's. Clients are ordering less often. 


Comparing measures 


D1 You can compare measures with twice / three times as... 


as, and three/four times more/-er (not twiee-moereZer). 


My new laptop was twice as expensive as my old one, but it’s four times faster. (or four times as fast) 


D2 You can compare percentages with more/-er. 


Growth this year is 12% higher than last year. 


<@A,B1 


“<4 B2 


Complete this magazine article about changes in business travel using the comparative form of the 
adjectives and adverbs in brackets. 


Business travel is growing 1 ....faster.... (fast) than ever, as we travel 2 .......................... (far) to do business. 
But in many ways air travel is becoming increasingly difficult for the executive traveller. Long security 
checks mean we have to get to the airport 3 oo... aes than before. As a result, airports are 
BG ok alle AERIS MMIEIE A otc a (long) queues and 6 ... ... (frequent) delays. With 
the arrival of budget air travel, the departure lounges are 7 ............ ‘oowia Things will only 
PEEB iia ee (bad), as now they are introducing 9 .................0.... ee aircraft with over 800 
passengers. Travel will be 10.......................... (stressful). Airlines should take business travellers 

Peace ee eee (seriously) and work 12 ......................... (hard) to keep us happy. 


Complete this review of two mobile phones using comparative forms of the words in the box. 
Add than where necessary. 


_prveemammmrenvnnasasa Serres ws ayant tnr evan hanna thn Mann ttnatat niinnrwnr Ann ini NEMA 


annrnnnnana manveinanatonnninnn Anniv Annan AAS nnn AN anh MANA AAA ANN AANA AA NARA SOAS AAA NA AA ALAA GAARA AAA AM ARRAN 
ASS MARANA AMA SRA ARRAS 


Dimensions (mm) _ ‘Memory, card — _ Standby time — ‘Talk time” ‘Weight 


mumiedre 1100 x W46 x D15.5 8GB 400 hours 8hours _—-83g 


“BRE bss x W48xD13.5 _ 350 hours 


10 hours 101g €259, 99 


anayrann ynorenarannnnninn anni tranny A AMAA” AN AMAA MAN AAA AEA AIA AANA 


HARA RAMAN AMARA 


‘big cheap easily easy y expensive good heavy long 


Yt eV nd YMA RASA AA A AAA 


_ Jorg long Suitable thin wide | 


EPPS ANUP ANSP EOO ANNO PON A AOE NA 


As far as size is concerned, the Plexia is 1... Longer. tan... the Tanyo, but 
the Tanyo is 2......... i Peete one 2 re the Plexia. The Plexia 
fits into a shirt pocket 4.0.0.0. . You can talk on the Tanyo 

NON Dh bois aoe ses ..... on the Plexia before charging the battery, but 

you get a 6.00... standby time with the Plexia. The Plexia’s 
memory Card is 7.0.0.0... the Tanyo’s. At 101g, the Tanyo is 

a er ee the Plexia, so the Plexia is 9.0... to carry 
around. However at €499.99 the Plexia is 10 ........0.0 the Tanyo, 
00) \ a0 se |e other phones of this type. The Tanyo is 
therefore 12.0000... for business people on a budget. 


Ey An employee is talking about a competitor. Complete the second sentence so that it means the same as 
the first sentence. Use a comparative form of the word in brackets and than + a pronoun or verb phrase. 


1 The sales team at Marston's all speak French fluently. We don't. 

They speak French better than.us./ than we. do. BE ical is ts ininoseaininao ee ee . (good) 
2 Our average delivery time is three days. At Marston's, it’s five days. 

IRE RR cl ge mm gee a Seen ae nesta nae eee chy ces inn seatvcen Meena eciven . (quickly) 
3 My colleagues are very friendly. The people at Marston’s aren't. 

De Gore LUNN souseran. ap hctnyc egebeeumeceea Sorc onnentaadalenmeatela tone otaneleiengeeanede idwidcis sn cress ee eee . (friendly) 
4 Our sales team is very successful. The sales team at Marston's isn't. 

As een tat Peet eth en ar ea OR REIS. 50... ie On ee OS Ree Tint . (effectively) 
5 The marketing department at Marston's has ten people. Ours has two! | 

WAPEA PMAGKECIG GEAR CTS acca fecscssced besos .csissecvecuseoeaedladiavsaveasageendacslorssegexsbulletallduncatlsfosvvoeloeusaudascemauerneeyeevann . (big) 


6 We had a great year last year. Marston’s results weren't very good. 


OUP BMNGOl YEA FESUNTS WATE oc... sccos -cccececcecestevecasavevensusevesvtewennceseasecetescestsecsssssceseuyssueciovanesssancasseterens . (impressive) 


3T 


<4c =o a: Read these interview notes on two candidates for a sales manager position. Complete the phone 
conversation between the personnel manager (PM) and sales director (SD). Use (not) as... (as) or 
less ... (than) and the words in brackets. Sometimes both are possible. 


| Age ae 
_— Yearsin sales i a 


Managerial experience. Just over a year 4 years 

Personality | Quiet but confident | Talkative, possibly 
jee = (Saae: ___|_ abit insecure? 
Internal test results 5/100 Q5/100 


PM: So what do you think? | mean, they’ re both good but | think Gisela is the better candidate. Paola was 
1...les5. impressive than. / not as impressive 45. (impressive) Gisela. 


Ce ee ee i i iC i ie Oi ei i i i er i a 


SD: Um, | think they’re about equal. For me, Paola was just 2 ........0.....0.0... (strong) Gisela. 
PM: But Paola’s 3 .............0...e. (old) Gisela and she's 4..........0...ccn. (experienced ). 
SD: True, but on the other hand Gisela’s qualifications are 5.0.0... (good) Paola’s. Paola hasn't 
worked for 6 oo... cee (long) Gisela, but Gisela is 7 .......0.00.0 cc . (well-qualified) Paola. 
PM: How about personality? | mean Gisela was 8 ......................... (SIN) SEG OY oc oscccinccsacesveceat (quiet) Paola. 
SD: Well, Paola was 10... (talkative) Gisela, but | actually think Gisela was 
Nicaea ee (confident). And Paola’s test results were also 12 .0....0......ccceee. (high) Gisela’s. 


I'd like to offer her the position. 


©) 31.1 Listen and compare your answers. 


) 31.2 Practise the conversation with the recording. First take the role of the sales director. 


© 31.3 Then take the role of the personnel manager. 


<D £&& Complete this extract from a handout ata training seminar using the correct comparative form of the 
words in brackets. 


The ABC of Selling 


A Look after your existing customers. 
1 A customer's lifetime value is Sia ce aaa (many times / great) than the value of their 
first purchase. 
BAS voces. (SIX times / expensive) to sell to a new customer than an existing one. 
3 It can take 0. (three times / long) to get a new customer than to keep one you have. 
4 Existing customers spend their money ...............:0:0 (33% / fast) than new customers. 


B Make your customers part of your sales team. 


5 Existing customers are ............... ee (three times / likely) to recommend you to their friends. 
6 CustOMers a¥e 0.0... (twice / likely) to talk about bad experiences as good ones. 


C Use your customer’s own language. 


7 People are ........... ee (four times / likely) to buy if they can do it in their own language. 
| 8 Internet users spend ........... ee ice 7. nes) on a website in their native lr 
Make it personal 

Write « about changes you e noticed in travelling or commuting to work. 


Or compare two candidates you have interviewed, or two colleagues you work with. 
Or compare two phones or pieces of equipment that you have looked at recently. 


Comparisons 1 (comparatives, as ... as) 


7 


ale 


soba a 
Pee la 


Phen aise chs be 70 na a et were “Rees : % Suet s Risa pats Re 7 
i aaetont erase less ne = ec er ebae Uh Skies: et etar 3 peters Ste Resa Pista iechesiuimeecic es 13 
a | - ; : a. esr hates sophie nee : se ae Ea ibe ;, i i . te au SMM es ae ih the 5 Tice oe rani : He 


Business people often make comparative adjectives and adverbs stronger or weaker with these expressions. 


Stronger: Livingcostsare | much/far/alot higher / more expensive. 
Weaker: The future is slightly /a bit/alittle/alittiebit less certain. 


A In very formal contexts don’t use a /ot or a (little) bit, Use much/far/significantly/considerably or slightly/ 
little. | 


Sometimes people repeat comparative forms to emphasise big changes, or changes over a period of time. 
Property is getting more and more expensive, so it’s becoming harder and harder to recruit staff. 
People are less and less likely to work near to their homes 


A manager is talking about his business over the last year. Make the words in italics stronger (+) or weaker 
(-) by using an expression from the presentation above. Sometimes more than one answer is possible. 


It’s been a really tough year. We've had to work 1 (+)....4.lob./.much../. far... harder to achieve the same 


results as last year. And it’s been 2 (+) ........0..ccccccceeeeeeeeereeeees ..... more difficult for me personally because 

my boss is 3 (+)........... ee. eee less involved with day-to-day tasks — | hardly ever see her. 

And | also meet with my assistant 4 (—) ............0cccccceseeessereeeeneens less often. Everything is changing 

5 (+)... ee eee nas. ... faster than we realise — it’s hard to keep up. With all the new systems the 
company has become 6 (+)..........0:. Pistelee SRE IRTeT CHR RE more bureaucratic — they say it’s to cut costs. I’m not sure 
it's made a difference. Maybe we are working 7 (-) .............0..0cccceeccen ...... More efficiently, but not much. 


Every little helps, | suppose. 


Rewrite the words in italics in the same manager's written report using more formal expressions. 


This has been an extremely difficult year for the Se ge ie ee OE ee 
department, and staff have had to work Va lof cusmmnsntntntnnnnnnnnn 
harder to achieve the same results as last year. 
The new accounting system was 2 a lot more 

ifficult to use than we had anticipated. It was 


also 3 a Jot more expensive. Although it has 

made our department 4 a bit more efficient, we 
have spent a great deal of our time on software Ee 
problems. In addition, changes to the reporting & 
structure have made staff 5 a bit less confident 
about their own responsibilities. In future I i: 
recommend that as a management team we i 
should try 6 a Jot harder to communicate the aims | 
of all these changes 7 a bit more effectively. 5 


Make it personal 


Write about recent changes in your workplace, using the expressions in the presentation above. 


1 Compare one aspect of your company’s performance this year with last year. 


2 Compare the computer you use now with the one you used five years ago. 


3 Compare two jobs or two bosses you have had. 


Comparisons 2 (superlatives, comparing with verbs) 


Read this extract from a blog. 


a Which adjectives describe Wal-Mart? 
Think about it: why is Walmart the biggest and most profitable business in 


b Does the writer think any other stores the country? It's because they offer the lowest prices of any store in America. 


Forming superlative adjectives and adverbs 


Al | short adjectives and adverbs add “est - | cheap-—» cheapest _ fast > fastest __ 
| adjectives and adverbs of two or more | most/least ... | expensive — most/least expensive 
| two-syllable adjectives ending in -y | drop -y and add -iest | busy —> busiest 


£ 
£ 


ANNES canes a anne AKAGI AAS SEAS NAS SEA ASS GASES SARABANDE HANRAHAN 


<@ See Unit 31 (Comparisons 1) and B> Appendix 1 (Spelling). 
Some adjectives and adverbs have irregular superlative forms. 
good/well— best bad/badly— worst far/far > furthest oO farthest is possible but less frequent 
A2 Some two-syllable adjectives have two superlative forms (e.g. friendliest / most friendly). One form is usually more frequent. 


oO The more frequent forms are: -est: costliest, friendliest, simplest, wealthiest; most: most common, most (un)likely. 


[3 Using superlative adjectives and adverbs 


B1 You can use a superlative to compare three or more people or things. The superlative shows that one person or thing has 
more (or less) of something than the others. 


We bought the best and most efficient air conditioners on the market. 
In spoken English people often use superlatives to compare two people or things. 
oO I've got two designs to show you. The blue one’s the cheapest, but which do you like best? 


B2 You can use a superlative adjective with the or a possessive (e.g. your, the company’s, Italy's). With a superlative adverb, 
you do not have to use the. 


Sales in June were the / our highest. Sales to Asia are growing (the) fastest even though we go there (the) least often. 

B3 After a superlative, use in (not ef) before places and organisations (e.g. in the country/world/company/department). 
Walmart is the biggest business in the US. (not e#the-+) 
A Use of to introduce other things you are comparing and time periods (e.g. of my life / the last ten years / the century). 
Hyundai is the largest of the conglomerates in South Korea. Leaving my job was the worst decision of my life. 

B4 You can use superlative adverbs before adjectives that are present or past participles (e.g. developing/developed). 
Mobile communications is the fastest growing area in the telecom sector. Our logo is probably the best known in the world. 

B5 You can use ordinal numbers (second, third etc. but not first) before a superlative to order things. 


Intel is the world’s second most successful computer company after Microsoft. 


Making comparisons with verbs 


You can use more, less and (the) most and (the) least as adverbs. 
Computers cost less now than (they did) in 2004. Unemployment hurts young people (the) most. 


B> See Unit 35 (Quantifiers) for comparisons with nouns. 


El a Complete these questions using superlative adjectives and adverbs. Use least where you see y. 


Thinking of relocating in the EU to cut costs, or to improve your business prospects, or even your 
lifestyle? How much do you know about the EU? Do the quiz and find out. 


1 Which country has (large) population in the EU? 

2 Which three countries have the EU's (expensive) workforce? 
3 Which country in the EU has Europe's (old) population? 

4 In which country do people live (long)? 

5 Which two countries have ....... (low) retirement ages? 

6 Which EU country is (wealthy) in terms of per capita GDP? 


7 Which capital cities in the EU have (happy) citizens? On the other hand, 
which have (y satisfied)? 


8 In which EU cities do the public transport systems run (efficiently)? 
9 In which EU countries do citizens feel (secure)? 


b © 32.1 Do you know the answers to the questions in Exercise 1a? Listen to a radio programme and 
check your answers. 


Find and correct the mistakes in this consultancy report for AC Transport. There is one mistake in each 


sentence. 


1AC Transport is is A Araigect transport company in the UK. 2 We are also the most respected company of 
the country. 3 Customers say we are still the most best transport company in the North. 4 In the last 20 
years we have grown the fastest i in allc our competitors. 5 However, we have recently lost our most big 
contract. 6 Last year was our least good since we began. 7 AC Transport could become least competitive 
transport company in the region if this continues. 

8 Analysis has shown that the personnel department greatest problem is keeping experienced drivers. 

9 These drivers travel most far and take the most or sickness. 10 This is especially true in the 
busyest months of the year. 11 Various solutions have been discussed and the effectivest one is to reor- 
ganise operations so that drivers drive shorter distances between stops. 12 We also need to ensure that’ 
our best drivers are away from home the less often. 


Ey Complete these sentences using the correct superlative adverb and adjective form of the words in the box. 


/oenvnnntanarnananunannnnnsnnnenimaranrannarsnnee 


1 British business is not... Me. most heavily regulated. in Europe and its workers are not 


_ 2: The Consumer Price Index, which is prepared by the US Bureau of Labor Statistics, iso... cece 
measure of inflation in North America. | 


3 Tourism is one of the biggest and... eee ... business sectors in the world. But in many regions 
it is also One OF ........ eee eee ; 


4 ‘Why are you applying for this position?’ is probably .......0..0.0.0. cee question at job interviews. 
Bs ae ene ee countries in the world are Rwanda, Monaco and Singapore. 


BR VIN BE sce cacceeneasiisernereeaanranre jobs such as fishing, mining and construction often some of 
anid naceasen ales SECA TAN URAN Dee VEE RGIa Eis : - 161 
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<4B5 [EY Complete this business report using the correct superlative form of the adjectives profitable and large. Use 
| ordinal numbers (second, third, etc) where necessary. 


Most profitable Biggest companies Biggest companies 
companies in US | in US worldwide 


Bi Profits ($ billions) 


In 2007 Walmart remained 1 .... Me. largest... company in the US, and was also 2 .........scccceseees 


company in the world. However, Exxon Mobil was 3 ......0..0..c.ce0 company in the US by far, earning 
$39.5 billion. It was also 4 o.oo company in the world in terms of revenues. Other oil giants | 
followed close behind: Royal Dutch Shell was § ......................... company in the world and BP was | 
SP Ae oe a : 

F ocoesstessevecssece.. Company was UAL with a net income of $22.9 billion. Profits at Citigroup fell by 12% 

to $21.5 billion, but the banking giant still ranked as 8... ..cccces company in the US. General 

Motors was 9 oo... see company in the US and 10... ce. company worldwide, but it made 


losses of almost $2 billion. 


Sy ete ae 


Ss ee ry 


“4c Read the information about an accountant, Karim. Complete what he says about the recent changes to his 
job using more, less, the most or the least. 


Karim didn’t use to enjoy his job. He travelled a lot and didn't spend much time with his family. Then a new 
manager changed the work of the auditing team, which affected Karim more than anyone else. He’s now 
happier. His colleagues travel more often, but he’s able to concentrate on key customers. 


1 I'm enjoying the job ....K€...... now. | | 

2 Basically I'm travelling .............0..00.... — in fact I'm probably travelling ...........0...0..0... of allus. — 

3 It’s nice for me. It means | can be at home.................0..... , see the kids, you know. | 

4 The changes my manager brought in affect everybody, but they probably affect me Pit. .oeteee = 

5 {I'm dealing with the big accounts ...................0. . They need looking after................ a we , 

6 | guess I like her... than my old boss. She understands customer Care ............. cee than him. 
Make it personal 


the least? 
‘Who's the worst? 


Comparisons 2 (superlatives, comparing with verbs) 


an , 


correspondence 


In formal business letters and emails people often use most instead of very with adjectives or adverbs that describe 
reactions and feelings. This makes the text sound formal and polite, so use it with people you do not know well or 
at all. | 


| would be most grateful if you could return the enclosed questionnaire. (not the mest-gratefy) 

it was most unfortunate that! was unable to see you on your last visit. 

People often also use a past tense with this structure to describe how they feel now. 

| was most pleased to hear that you had accepted our quotation for the construction work. (| am feeling very pleased now) 
4 Don't use this too often in one letter or email. Two examples are enough. 


Rl Complete these formal written expressions so that they have a similar meaning to the informal spoken 
expressions. Use most and a word from the box. 


concerned disappointed grateful impressed interesting sincere sincerely thoughtful 
1 ‘Thanks very much for the present! > 
| wish to thank you....most. suncerely for the gift. 
2 ‘I was really worried when you said the product wasn't working: 
1WaiS...............0:...0 nae to learn of the problems you have experienced with our product. 
3 ‘Thanks for dinner. It was nice of you to think of us! > 
Thank you for your hospitality — it was 0.000000... of you to invite us. 
4 ‘Well done!’ 
We would like to send you OUP ......0......2c eee congratulations. 


5 ‘I'm sorry you're going: > ) 
[WS 20. eeeeeeeeestessseees tO learn that you are leaving the company. 


6 ‘What you’re working on is really fascinating! > 
Your new project sounds ................... seeica eae 


7 ‘Your reps seem really good! > 
We we'e .............uis.-aneenee eee by your sales team. 


8 ‘Can you send me a catalogue?’ > 
| would be..........06:45.. ceuareomeeagaene if you could send me a catalogue. 


4 Write a formal sentence for each of these situations. Use the examples from Exercise 6 to help you. . 
1 Tell a job applicant that you're sorry he has withdrawn his application. . 


eee ee ee ee eee eee ee eee ee i i i ee ee es ee ee ee ee ee ee ee eee ee ee a ee ee a ee ee en ee 2 ee ee ee 


ee a a ee i a ee a ee i i ek ee keke i i a ar Sec a ee ee ee er ee ee ee ee ee ee i ee er ee | 


Make it personal 


1 ‘Has your job changed in any way, like Karim’s in Exercise 5? Write a paragraph about the changes. 


2 Write two sentences with most + adjective that you could use in your business correspondence. 


Read this conversation. 


Who is the more active listener, Tony or Diana? Why? 


We've just heard we've got , 
\._ the Hong Kong contract! 


Rita —s, 
That's great news! 


Te 


ng you are actively listening Ps 


, ae a a 
ely involved in a conversation by responding to what people say with these expressions. 
A: I've just been promoted to senior manager. 
‘iB: Congratulations! That's great (news)! That's 's wonderful/fantastic. 


wishing someone good luck A: ‘I've gotan interview at Westrak tomorrow. 


‘i i er %: Goodluck! past) = | 
| to someone who is about to A: Right. I'm leaving for the airport now. | 
_ travel B: OK. Have a good trip. / Safe journey. — aS. | 
reacting to problems and A: We've losta lot of customers because of the strike. | 
bad news that affect you and B: That’sa shame/pity. / That's awful/terrible. / That's bad news. 
others A: The server's crashed again. That’ the second time this week! 
B: Oh dear! /Ohno! 
vs (Oh nol is stronger than Oh dear!) 

reacting to bad news that A: Wedidn't g get the Agraspec contract after all. 

affectsothers B: Oh, I'm sorry (to hear that). / Never mind. / Better luck next time! ll 

showing general interest A: We sell more plastic containers in Moldova than any other country. 

i ; | = |B: That's interesting. / How interesting! / Interesting. ae 

showing surprise A: Timson’s have gone bankrupt! 

8: (Oh), really! / Wow! / You're joking! | 

Ne (These can all an all be used together. V Wow! a and You're joking! are mo more informal than Really) 


Responding positively using That's s eee 


fo! The ten most common words which people use after That's when they respond positively to what someone says are: all 
right, correct, excellent, fine, goo ge: fed, OK, right and true. 


temcaaes Pe nee ee Ainanen ge RANe LETRA SAORIOLP ASRS SaAtOSE Mbt nss RFC omen re aontvrsstniieiioa rina stad ectansonaspeninsiseranancecnnisctniuarumaianciniy ia AnrnrenscatracriseoanuarconiomvtiaRensrraivonatrachansineistasciOneAntrAsnOneidonsnadandinninnvOnnRinnOAiiosraRnirntitsnesiihntnsnrnenCnirir Aivnidase rari inn oan MEGA Arne Yannis inne wane Moannoioiturpantsneinithnnshadn\rnttarramsheisinsransrATAMAAAOW AO GANINr 


A: So; that’s 30,0 000 units by end of March? 
That's right. fl That's correct. (more formal) 


soceninnasznpinsivsesred cowinencenioaesceiaacionionns etn nok pecoveny et oA OHLONE AEM NOSED EEE IRT PERSIA NIN INBOX CORCOONASONHA I HOLA IANO OHNE NSPE IED IAN CONE PHI IRINA ASP OME SERIEEN BONE CAANRE GL OREO SESH EAENEEEIN GONE RNAONN ION 


confirming « a s fact o1 ora apiece of 


| information 


ensncciemeaniater ssuosenunnecasnn nnartiiinnthcensasesct PARANA ES PN EEDSERM RPE CLIPPED RASA 


> 


nnn 
| general positive reactions | a: We've had a record: year 50. fat b.. | | | 
L cea es That's good/great/excellent! 
| agreeing with sc someone ‘S & A: Obviously, there's more margin on. some ne products thano on n others. | 
| point or opinion _ 1B: ‘That's right. / That’ s true. | 
agreeing to an arrangement or are AD We’ re aiming for the 30th of this ae for then new. wv web, b pages. | | z : | 
a decision acs B: That's fine/OK. / That's great. | | 
be 
if 


| saying that something i is not a We may! need about five days. 
| problem | B: That's OK/all right. 


“Eayntemmeroneni anes snveanmmaanannisnansncaevacnasnnanararibatthtanietaasennssandaasenuanunctaaeatansaninnucanuoaneniasesanasitihivsnnesnasianannianianawenenwnrivennyaieniaterens <toaenianonnainsstin hin priconrms pi ccnmmrnurcete wena wren aiemaemamret sounnntneiarennynantn’sannnecsatenanssoningyaaaanerenaaasAeniaesscenanmrerenainsaewonaicn atte; vonearepeswnaamenianeennsiacmanwurnanninnuerionsiannassantssscnsesdestyn 


People often pee word S onthelr own, withiout Tae 


a: Wete aiming for the 30th of this month for the new web pages. 
B: Fine/Great/OK. 


ct! Being an active listener 


Practice 


<A Match the statements (1 -8) with a suitable respons yme im 25 Mor ethan. one answer is possible. 


That’ sa pity. 
Good luck! 


1 I just heard I’ve been promoted to area manager! a 


= 9 si 


| didn’t get the job at Winntek after all. 


Two major UK banks have just collapsed! Congratulations! 


an 


Dolmora have three branches in South America. Oh, no! You're joking! 


Never mind. Better luck next time. 


We're going to get a big bonus this year, | heard. 


=h 


I'm flying to Berlin tomorrow, See you next week. OK, safe journey. 


I've got my driving test tomorrow. 


on fo UU Ah WwW DN 


~ g That’s wonderful. 
h 


won't be able to join you for lunch today. h That's interesting. 


<A a Complete these responses using a suitable expression from A. Sometimes more than one answer is possible. 


1 A: I'v ve failed one of my accountancy exams. 
: Oh, I'm sorry to hear that. Never mind. .... Better, luck next time. 


2 A: Three new electronics factories have opened just in that one small town. this year! 
Bol Wiel hseellh meee eens Men That's amazing! | 

3 A: Right. I'm setting off for Mad rid now. 
B: OK. Safe j journey. 


4 a: We're going to have to close some branches - we're losing money. 
B: Oh dear! nieces: eee Heese 


wi 
> 


A: We've just heard we've won a design gold medal! 


2 © Oh! Congratulations! ..........00.000..00.. MARES l 


6 A: We won't be able to exhibit at Expoenergy this yeat The dates don't fit. 
Br Oh GALE nos ceeegencnere eon [sateen 


) $88.1 Practise the conversations with the recording. Take the role of B. 


«B & Write positive reactions to what these noone say using expressions with That’ Ss. Sometimes more than one 
answer is possible. eS | = | 


1 A: So, shall we say 4y pmon Wednesday 26th for c our next conference call? 
B: That's.....great/fine/Ok ome : 
2 a: Solcan contact you on 745 538, and that's a direct line? 
Bae cel bral oe Se Uae NN tee Gal ly 
3 A: Sales are up for the third quarter running. 
CRS LAE ioe eer errer Geit oles apes asreiet eee ec ernetee Pease ger sesct ne coe : 
4 A: |'mafraid delivery is going to be delayed by a day. 
B: That's nt sO Sa eas i alan erence ge ccras Sees ee re stare gr ANTS fe . It's not a problem. 


ul 
> 


: Customer support is just as important as selling. 
Br That's Giccnsnccnnes. ee Pung aie a aerr See ose altos ecy 7008 : 


6 aA: They're giving me a lovely big new office all to myself! 
B: That's em ell ah in, ee gel Wisercauass sttestieeesetestisecartensssaet 


A: OK, so we'll have two more meetin: s before the launch ate: 


§$8.2 Listen and comp re your answers. 


Sa-% 
uses: 9 
4 


Test 8: Units 29-32 


Complete these descriptions from an office supplies catalogue asin the positive or negative adjective 
forms of the words in brackets. 


The Marbella chair (£29.99): A 1....be@utiful.... (beauty), 2 occ mana (luxury) leather chair. We only 
PAS hese Se Riess, Oe 2.0 (limit) stock of this model, so hurry while stocks last. 

Floorex Chair Mat (£19.99): This is an 4.000000 eee eeeeeeeeeeeeeeees (ECONOMY) BING BF o..o..c0. osc... seewenecsc ese (ease) way 
to protect your office floors. (Warning: for hard floors only; it’s 6 00.0... eerie (suit) for carpet) 
Bisworth storage cabinet (£129.99): This is an 7 0000.0. cece eee (expense) solution for storing office 
supplies, ideal if your budget is limited. (This model is installed by our 8.0.00... coca (profession) © 
ey eens a (assemble) team). OO 

Office Finance 2.1 (£138.98): This software package makes 10 2.0.0.0... ee (finance) management 
simple, letting you pay employees and safely store 11.0.0... (value) records for customers, 


suppliers, products and employees. 


FOr More 12 .............ccccccceccccecccccceeeees (excite) offers, visit our website. 


Put the adjectives in italics in the correct order and add commas where necessary. 


Z. 1 
1 Align Technology, a medical / Californian products company, produces plastic / removable / dental 
appliances manufactured for each individual patient. 


2 The BISYS Group is a US/independent /leading provider of information and investment Sutseursliag 
solutions to financial / international / 20,000 institutions. 


3 Callaway Golf produces and markets golf/ innovative / high-quality clubs, balls and other accessories. 


4 Earthcoat makes environmentally-friendly / industrial / new coatings, as well as organic / traditional paint. 


Complete these sentences by putting the adjectives in brackets in the correct position. 


great concerned 
1 The failure of the project was a A shock to all team members A . (great, concerned) 


2 The owners have decided to sell the company, but it will be a process. (present, long) 
3 Product lines by the economic downturn include luxury goods such as perfumes. (affected) 
4 Some money is missing from the safe and | want to know who is. (responsible) 


5 Rising energy costs have forced us to keep prices. (high) 


Complete these sentences using the adverb form of the words in brackets in the correct position. 


unmediately 


I’m flying to Moscow A after | get back from New York. (immediate) 

The Sub-Saharan energy project went. We ran a similar project in Asia. (also, good) 

Have you worked here? (/ong) 

What's the best advertisement you've seen? (late) | 

| can't come to this week's meeting, but | can make next week's. That’s a promise. (definite, unfortunate) 
In a job interview, try to answer any questions. (honest) 


Your appraisal is due, isn’t it? Are you nervous about it? (soon) 


on ao wu Fb W N = 


I've seen such impressive results. You deserve your bonus. (rare, real) 


5 


Look at the words in italics. If they are correct, tick (VW) them and correct them if they are wrong. 


The Association of Chartered Certified Accountants believes that UK companies need to ensure that their 
1 annually reports are 2 meaningful and accurate for readers. Presentation is 3 importantly, but shareholders 


4 will read always these reports more for business than for their 5 well design. 


Company reports 6 just should not focus on the past year’s achievements but 7 should think about also the 
future. 8 Unfortunately, 9 reports often focus on 10 well news and avoid addressing future challenges. 


Companies 11 need to think careful about how they can 12 effectively inform shareholders and provide them 
with the information they require. Our advice to companies is to 13 work hardly at explaining the things that 
14 real matter to the people reading their reports. 


1 annually reports BF mate nine netenaseon Qo ooocccccccssssssssssssstssisessenee re 
ne ae GF cssshcasie tarcsiansccereecee DD visti ca, RR pene doonssonertin | eee ee 
BM cu cestreeeeseannee ena’ DF rossiusetete tesaconceteosseeceer | 
er BB MI a cicncatt napseattivlncyceees a 


big ees bigger the biggest... GHGS 8» een oe lbeermrianun 
SG axssistvectcgriensctieiye Send asec alae GREGBIy .=w98SS33See 2 (Hees ee eee 
POR EE Seiee —- aseerieoloa easy On cetaceans same eneaeet 
expensive eee , sake cctineatodieetes CON 99 Meee ||| needs 


b Read these extracts from an article about locating a business in different North American cities. 
Complete the sentences using the correct form of the words in Exercise 6a. Use much/far/a lot/slightly 
/a bit/alittle/a little bit or second, third etc. when appropriate. 


New York City Chicago Los Angeles 
Population (m) 8.1 2.9 3.8 
Office costs ($ per m? per month) 110 99 85 
Salary ($000) 47,395 46,250 41,245 
Apartment rent ($ per month) _ 1,600 910 941 
Easy to do business* (world ranking) 2nd 5th 17th 


*Mastercard survey of world cities 
Where should we locate our business? 


1 If you want a big potential market, choose New York; it has ... Me. biggest... population of the three. 


2 If you want to keep office costs down, go to LA; office leases are not aS... as Chicago or New 
York. Chicago has .............0....0:06. leases of the three cities at $99 per m. New York offices are oo... eee 
at $110. 

3 Salaries in New York are only ..............ce than in Chicago. Salaries in LA are ............0. cc. 

4 Compared to New York, you can live... in both Chicago and LA. Rents in Chicago are 
eee at $910 per month. 

5 Finally, in Mastercard’s survey of cities around the world, New York was ranked... place to do 
business (London was number one). Both New York and Chicago are ...............0.0..00.. places to do business 


than LA, which only came seventeenth. 
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Read this introduction to a presentation about 7 , - a 
market research. __ Market research is essential to understanding your 


“a Which nouns in italics are singular (one thing)? | 


b Which nouns in italics are plural (two or 
more things)? 


Al 


A2 


B2 


B3 


B4 


Countability and number 


customers and your competition. Market research can 
also identify trends that affect sales and profitability. But 
successful market research takes planning and strategy. 


Countable and uncountable nouns 


Countable nouns are people or things you can count as separate, individual items. 
amanager ajob anidea afewideas twowomen_tencomputers 


oO Uncountable nouns are things that you cannot divide or count. Here are the most frequent in spoken business English: 


accommodation documentation feedback health luggage paperwork research transport 
advertising employment furniture help machinery _ permission software travel 
advice equipment guidance information marketing progress traffic weather 
cash evidence hardware literature money publicity training work 


Using countable and uncountable nouns 


Countable nouns can be singular or plural. Uncountable nouns do not have a plural form. 


This new job is a great opportunity for me. | have lots of opportunities to travel. 
Can you arrange (some) accommodation for ten visitors? (not eecommedations) 


You can use a/an with singular countable nouns but not with uncountable nouns. 

We had a meeting and made (some) progress. (not @-pregress) 

Singular countable nouns need a determiner (e.g. a/an, my). You can use an uncountable noun without a determiner. 
Research is expensive. We paid £6,000 for this report. (not ferrepert) 

Countable nouns can take a singular or plural verb. Uncountable nouns always take a singular verb. 


My boss has a PhD. My colleagues are all graduates. 
This software is out of date and needs updating. 


Nouns that are countable and uncountable with a different meaning 


Countable Uncountable 

Small businesses are our future. (companies) We do business all over the world. (the activity) 

Do you want a coffee? (a cup of coffee) No, thanks, | don't drink coffee or tea. 

Going to Asia was a great experience. | have no experience in sales. 

Do you get a local paper? (a newspaper) | didn't have any paper so | couldn't take notes. 

We're short of meeting rooms. Our office is full. There’s no room to expand. (space) 
We run competitions as part of promotion. _ Is there much competition? (companies/products) 


Talking about amounts and measures 


You can use these expressions to talk about an amount or an example of an uncountable noun. 


measures and containers: a litre of oi/, 15 tonnes of cement; a bottle of water, two tins of paint 
a piece of /a bit of + advice, equipment, evidence, furniture, luggage, machinery, news, paper, publicity, research, software, work 
a bit of + advertising, cash, feedback, fun, luck, money, progress, traffic, travel 


Ay Don't use a bit of in formal writing. 


B> See Unit 35 (Quantifiers) and Appendix 3 (North American English). 


<@ A,B1-3 Complete these sentences using a pair of words from the box. Use plural forms where necessary. 


| bag — luggage document — paperwork 
_ brochure - literature | iorr=t 
chair — furniture equipment — projector 


comment - feedback advertisement — publicity | 


1 It was difficult to find .... accommodation... as all the ....notels.... were full. 

2 There was alot Of... to do to get visas. | forgot a vital... the day we went to the 
embassy and we had to go back the next day. 

3 We had to wait ages at the airport for our... ,and the airline lost one of My ................00000. ; 

ee | ee re didn't arrive and we had to borrow a.................::60 for our presentation. 

5 There weren't enough...................06. in the room, so people were sitting on other .................0..0.. ' 

6 We got good ....................08. on our presentation — we didn't get a negative 0.0.0... from anyone. 

7 Unfortunately, we left all our promotional ..........0.0..00000... on the plane, so we only had one....................005 
between us. 

8 We had put... . in the local papers, which gave us good ................005 ' 


<q A, B1-3 Find and correct ten mistakes with articles and plurals in these extracts from websites. 


@ cil Q- Congie 


A popular internet marketing tool is_a pay-per-click 
advertising. It generates instant traffics to websites. It is 
investment and you will need to spend money without the 
guarantee of return. Visitor may click on your site but this 
does not mean an automatic sale or order. - 


Running a business is all about managing financial informations and cash. 
So you need accounting softwares that can tell you in an instant what your 
financial position is. Our software packages are market leaders and we 
also provide trainings to support you and your staff. We'll even give you a 
guidance on the best hardwares to buy. 


<4A,B  [¥ Complete these extracts from a staff handbook using the correct present simple form of the verbs in 
brackets. 


<4A-C [EY Underline the correct words in italics in these extracts from an interview at an advertising agency. 


1 INTERVIEWER: What an awful weather / day! 5 1: How many jobs / works have you had? 
CANDIDATE: Yes, it’s been so wet lately. c: About five. 
2 1: What’s:the hotel like? | 6 |: Do you have experience /an experience in TV 
c: Nice, thank you. | have nice room /a nice advertising? 
room. c: Yes, |once got an agency to do a marketing / 


3 1: How was your journey here today? a campaign for the launch of a shampoo. 


c: Well, there were / was bad traffic in the 7 |: Tell me about your company. 
centre. — c: Well, we're small business /a small business. 
4 |: Doyou travel much as part of your current job? 8 |: Who are your competitions / competitors? 
c: Yes, | do about four trips / travels a year. c: There’s a lot of competition in our business. 


«iD 5 Complete this business lunch conversation between friends using a bit of, a piece of or an appropriate 
container or measure. . 


BRONA: Yes, OK. Can| (C210 ee orange juice, too? | 

ARIANNA: Sure. Now, I'd like to ask you for 3 ............... tena. advice, actually. I’ve had 4.000000... luck on the 
stock market and I’ve made 5 ................c cash, and | want to start my own company. 

BRONA: And you need 6........................ help from me? 

ARIANNA: Yeah. I’ve developed 7 ....................065 software that searches the web. I'd like you to help me do 


advertising. We could both make 9 .......................... money on it and have 10.0... 


dvertising? 


Countability and number 


singular and | plural nouns 


When you edit a document, letter or email, check for mistakes with verbs after nouns. 


Usea singular verb with ie Usea plural verb with: 7 
¢ asingular countable noun. __  aplural countable noun. 
This report looks at our position in the US. | _ Sales in Greece have grown rapidly this year. 
® anuncountablenoun, nee e two (or more) nouns joined by aes even nif they are 
— Our advertising has not been succes | | ‘uncountable nouns. 
: i one ‘Advice and training are important for new state 
e these nouns ending i in -s: economics, electronics, ee these nouns ending in -s: clothes, earnings, goods, 
maths, news, physics, public relations (PR). jeans, premises, scissors, (sun)glasses, trousers, tights. 
The news ant good. (not Teepe are: ee _ The premises are locked at night. 


Politics and headquarters can take a Buia or singular verb. 
Office politics are unavoidable. (or is unavoidable) | 


You can often use a plural or singular verb after nouns for groups of Seophe or company names (e.g. board 
company, committee, firm, government, decks: seitbaly staff, team, union, BP, Microsoft). | 


The board was/were unanimous. 
BP is/are investing in new technology. 


Use a plural verb if you think of the noun as individual pea not one group. © 
All my staff are graduates. 


Fa Find and correct eight mistakes with the verbs in italics in these minutes from a meeting. 


‘Health and safety q 
Ms Gera said that safety gissees es tow available in the workshops. She reminded the meeting that work q 
clothes are provided and that shorts /s not allowed in any work area. 

New furniture and audio equipment has been bought for the recreation room. The staff are reminded to 

treat this with care. The union has asked staff to report any misuse. 

The premises are now patrolled at night by NB Security. | 
Company performance q 
The management team is pleased to announce that earnings from investments was 10% up on last year. q 
The news in Asia are especially encouraging. In contrast, exports to the EU was 2% down. q 
Staff benefits 

Mr Binder said that the company is taking advice from ALD Insurance on the pension scheme, which 

have a shortfall. Changes to the current scheme is inevitable. ALD Insurance is due to report next month. 


ag 
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bb Find bet spent in italics where a tah: is PeRabIe as ewells as the singular Scan. 


EA Underline the correct words in italics. Sometimes both are possible. 
1 /s/Are office politics a problem where you work? 
2 Is/Are the people you work with nice? 
3 /s/Are your company headquarters in the EU? 
4 Is/Are maths important in your job? 
5 


Is/Are jeans considered acceptable to wear to work? 


Make it personal 


=| Wns UME. pe NPAs Lcoml Malte Sit pen Os lie ULES 
“Write: answers to the qu 1estions in Exercise 7 th : 


Read this extract from a website. 


a Which.nouns are used with articles? 


Articles 


b Which nouns are used with no article? 


<4 See Unit 33 (Countability and number). 


Al 


A2 


A3 


The indefinite article: a/an 


You can use d/an: 


e to talk about something for the first time. 
Sam met an interesting contact at the conference. 


(Sam did not know this person before the conference) 


e before someone's job and type of workplace (but not 
to describe their area of business). 


My wife's a consultant. She works for a large consultancy 


in Bristol. She works in marketing. (not #-a7HarkeHng). 


e to say when something is one of many / a group. 
They're looking for a new supplier. (there are many 
possible new suppliers) 


e in measurements or frequency expressions (per can 
often also be used). 
We produce 3,000 units a/per day. 


Business.gov Is the official business link to the US Government. 


It is managed by the US Small Business Administration. It provides 


— ml? 


an access point to government services and information to help 


the nation’s businesses with their operations. ia 


A You can only use a/an with singular countable nouns. 


Id like some information about your courses. (not 4A 

af A) 

Use a when the word after it begins with a consonant 
sound. 


a business /a computer/a retailer /a successful business 


A Some written vowels have a consonant sound when 


you say them. 


a uniform /a US company/a European company 


Use an when the word after it begins with a vowel sound. 


an opportunity/an American/an MBA (pronounced em) 
A Sometimes the first written consonant is silent. 


an hour/an honest woman 


The definite article: the 


You can use the: 


e when there is only one of something. 
The finance director is giving a presentation tomorrow. 


when the listener or reader knows what we are talking 
about. This may be something you have already 
mentioned in the conversation or text or something 
you both know about already. 


We have an outlet in Paris and one in Lyon. We've decided to 
close the store in Paris to cut costs. (mentioned before) 
Where's the meeting today? (we know which meeting) 


with superlative adjectives. 
UBS is the biggest bank in Switzerland. 


with groups, categories and nationalities. 
the rich / the laptop (a category of computer) /the French 


with some institutions. 
the UN/the World Bank 


with some countries (e.g. with Republic, Kingdom, 
States), place names and geographical features. 
the UK / the Atlantic / the Middle East / the White House 


with points of the compass. 
We're based in the north/south/east/west. 


with some time expressions. 
the past / the present / at the moment 


oO The is more than twice as frequent as a/an. 


No article 


When we talk about plural or uncountable nouns ina 


general way, we do not use an article. 


Lawyers often work very long hours. (lawyers in general) 
The lawyers we use are very expensive. (specific lawyers) 


We do not use an article for: 


most company names. 
He works for BP/Microsoft/Sony. 


days, months, years and some festivals. 
on Tuesday / in May / in 2010 /at Christmas 


means of transport. 
by plane/car/bus, on foot 


some types of buildings. 
He’s in hospital/prison/court. (but the office) 


<4 A2-3 


<A,B 


El Underline the correct words in italics. 


1 All our staff wear a/an uniform - a black jacket 
and grey trousers or skirt. 


2 A/An government report says that we spent 
$320bn doing paperwork last year. 


3 You need a/an university degree to work here, 
but a/an MBA would be better. 


4 Can you start your presentation now? | have 
a/an meeting in a/an hour and | mustn't be late. 


5 | think she’s a/an successful sales person 
because she has such a/an honest face. 


6 It's a/an Australian company, but it employs 
a/an European advertising agency. 


Complete these sentences using a, an or the. 


1 Apart from saving money, ....4%.... unexpected result of 
productivity rate actually rose. 


2 Staff will receive............. big bonus this year. We will shortly announce how big 

3 Is it true that............. new general manager is............. 

4 |'m glad to tell you that we plan to open............. branch office in Moscow and there will be ............. 
opportunity for some of you to transfer there. If you are interested in working in............. new branch, send 
ME oe email 

new packing machine that | told you about processes 3,000 units............. hour. 

G Witir............. record turnover of $40m, last year was............. most profitable in............. company’s history. 

7 Pete? He's retraining as............. IT consultant. He's always wanted ............. job in computers. 

8 Salesin............. Italian market continue to rise, but............. French are turning more to domestic 
producers. 

9 There has been............. 27% increase in people who said they had............. skills to start ............. business. 

10 ‘Shareholders have rejected ............. takeover offer,.............SG spokesman said. 


EW For each pair of sentences, write the in one gap and — (no article) in the other gap. 


1 A: It took ages to get... Me.... photocopier repaired. 


> 


B: | know. We're trying to cut.....~..... maintenance costs and that means delays. 


2 A: Sorry I'm late. | had to finish............. marketing report you asked for. 
B: That’s OK. | had loads of............. emails to deal with. 


5 A: What's.....:....... best time to discuss your plans for tomorrow's presentation? 
B: How aboult............. Tuesday at 3 o'clock? 


4 A: I've just spoken to Parkers and $60 is............. lowest price they'll give us. 
B: Well, ............ prices are going up everywhere. | can't say I’m surprised. 


5 A: Ineed............. help with finding our delivery schedule. Where can | find it on the system? 
B: Didn't you receive............. information | emailed you yesterday? 


34.1 Listen and check your answers. 


34 


Articles 


<4A-C [2 Complete this presentation using a, an, the or - (no article). 


<A-C 


My name is Dr Francis Li and I’m 1.....&..... consultant psychiatrist at 2............. Brookfield Hospital in London. 
Today, I’m going to be talking about how 3............. motivation affects our lives. I’m going to talk briefly about 

- eee subject, and then I’m going to show you 5............. film of me playing in6............. chess tournament 
with 7............. £10,000 prize, where | was one of 8............. last four people in quite 9............. large competition. 
I'll be using this experience to illustrate some of my ideas about motivation psychology. 


| believe that 10............. motivation is 11............. most important factor in your success in 12............. life, 
whether that means being happily married, or being 13............. big success in your career. Psychology has 
ignored this feature of 14............. personality and focused on other things that | believe are less important. It is 


often claimed that 15............. intelligence is 16............. main reason for being successful. | think that 17 
motivation has much more of 18............. effect than intelligence. 


[2 Underline the correct words in italics in this business news story (- means no article). 


| risking its winning formul ) 
changing our model: we just want to give 
our customers 17 the/a better experience 
| in 18 the/a future.’ 
Sine = 
Make it personal 
, ‘News stor mr a company that has been in the news recently. 


When referring to sections within documents such as reports or format letters, you sometimes do not use the to 
refer to specific parts of that gece tha 


Don't use an article: 


‘e_when the page or section number is specified. 
Please turn to page 28. (not thepage28) 
Compare with: | 
On the next page there is amap of the renee centre. 
e when the section or part is labelled. 
In Part € you will find details of the sales ia (not ere) 
Compare with: i 
ithought the pari about recent changes i in working Ere Uee was very i eiohi 
_@ When the page is divided into sections. 
 Paragraph2 refers to our cashflow eee (not Theperogaph 2) 
Compare with: 
The second paragraph needs to be amended. | 
Remember to use the with ordinals (e.g. first, second) or next, last. 


S) Complete these sentences using the or — (no article). 


1 | was very interested in what you wrote in....¢.... second paragraph. 


2 Fora fuller explanation see............. paragraph 8 below 

3 You forgot to insert............. page number on........ «page 42. 

4 Acopy of the plans for the new building can be found in............. Appendix 2. 

5 That issue is covered in............. section D of this report. 

6 There was something about the takeover in............. business section of The New York Times. 


Complete this conversation using a, an, the, or — (no article). 


RAJ: So, we've nearly finished our new brochure. | just have a couple of queries. On 1...he.... first page .. 
LYNN: Sorry, do you mean 2............ page 1,or3............. introduction page, which isn't numbered? 
RAJ: Er... 4.0.0... introduction page. In 5............. . paragraph 3 — you know, 6.............5 ection ABOUT 7. o:-.1s....-. 


design team — it needs amending to include Max Janssen. His work was really i important o on this project. 
LYNN: OK, ll change it. Anything else? 
RAJ: Yes, can you turn to 8............. . fourth page? What do you see on@............. opposite page? 
LYNN: Nothing ... Oh, hang on. 10............. page 4 again. I'll change that too. 
RAJ: Thanks. | think that’s it. = » 4 
LYNN: Actually, I'd just like to mention something. Wouldn't it be 11 ............. .good ideat to include 124... 


extra section of photos of team members, our factory and so on, They could go on 13. few nti last p page with 


14............ part about contact details 
RAJ: Good idea. 15............. page wont look so empty. 


pean it personal 


way as English? Look back at some of the 
same way in your language? 


We eitmac tee Ts FL 


Quantifiers 


Read this extract from a newspaper article. 


Do the words in italics tell you what/who, how many/much, 
or where/when? 


What are quantifiers? 


Quantifiers go before nouns to tell you how much or how ~ 


many (e.g. a few, alittle, a lot of, all, enough, lots of, many/ 
much, more, most, no, some/any, several). 
| do alot of travel — several trips a year. 


People often use a few with time words (e.g. hours, 
days). 


| spent a few months working in Brazil last year. 


B Using quantifiers with countable 
and uncountable nouns 


B1 You can use plural countable nouns with a few, (not) 
many, several. 


| have a few questions to ask you. 
B2 You can use uncountable nouns with a little, (not) much. 
We did a little research via the website. 


B3 You can use plural countable nouns and uncountable 
nouns with a lot of, all, enough, lots of, most, some/any, no. 


A: Do you have enough work at the moment? 
B: Yes, I've got lots of orders. 


In spoken English, people use much and many in 
negative statements and questions, especially with 
how. In affirmative statements they use so, too, as or 
that before much and many. 


| have so/too much work to do. (not Hreve-muehwerk) 


some and any; no 


C1 Asa general rule, use some in affirmative statements and 
any in negative statements. 


_ We have made some improvements to our software. Staff are 


not allowed any holiday pay in the first year. 


C2 In questions, use any to ask about quantities and use 
some for offers and requests. 


Do we have any urgent orders for this month? 
A: Do you want some coffee? (offer) 
B: Erm, can! have some tea, please? (request) 


C3 Nomeans not one/any. Don't use no after a negative verb. 
We had no feedback/comments on the newsletter. (not We 


176 Sette eye aoteedseai 


D1 


D2 


E1 


E2 


Pensions in crisis 


A new survey reveals that a /ot of companies ae | 
not set aside enough money to pay for haga I more a ae 


Using quantifiers with and wen 
of - 


You can use quantifier + noun (but a /ot of, plenty of) to 
talk about things in general. 


All CEOs have to take risks. 
We're not making any progress. 


You can use quantifier + of + determiner / possessive 
determiner / pronoun to talk about specific things. 


Most of those teams / my colleagues / us work flexitime. 


Ay You can use all without of except before pronouns. 
All my staff / of them have annual appraisals. (not At-them) 


A For no use none + of. 
None of them can speak English. 


oO People use none of with a plural verb when they 
speak, but a singular verb in writing. | 


“None of the workers have had eye tests, (spoken) 


None of the workers has had eye tests. (written) 


Making comparisons 


You can compare plural countable nouns with more, 
fewer, (not) as many ... (as), the most, the fewest. 


We took fewer/more orders this month. Which airline has the 
fewest cancellations? 


You can compare uncountable nouns with more, less, 
(not) as much ... (as), the most, the least. 


We didn’t have as much work this month (as last month). It 
generates the most revenue of any product. | 


Oo) Fewest and fewer are rare in spoken English. People 
often say /ess before plural nouns, but do not write 
this. 


“4A,B [J Replace the words in italics in this article with suitable quantifiers. sometimes more than one answer is 
possible. 


Stress and the Chief Financial © Officer 


There are 1 ere-ertwe familiar techniques to cope with s 1 ..& few 

and stress is the biggest problem for 2 the majority of € Fr cncsan 

Everyone knows the usual advice about eating well, getting 3 an 

adequate amount of sleep etc. but it’s often ignored. 4 Hundreds” Bo rreteiiee 

of CFOs don't even take 5 the total of their holiday days or they ee 

check email and voice mail while they're away and don't get "ae 

large amount of rest. ‘ 

7 A number of CFOs give themselves 8 additional stress by : 

eating in front of the computer. ‘Bad idea, sa s one expert, who a ae 

suszests looking . at a photograph of a favourite place 9 about six i ee 

or seven . day, even if it’s just for 10 two or three minutes. 9... 

‘ 'S inipottant to take 11 a small amount of time for yourself 40 

in a 12-hour day,’ she says, ‘but 12 @ great number of senior ae 

executives, especially CFOs don’t do this.’ 1 TT eee 
| 

<c £ complete this conversation using some, any or no. 
SAM: OK, well | see that we've got 1....59Me._.. time left, so do we have ee other business? 
Or would you like to go and get 3...............0. lunch? | | 

CAROL: | have an item. David, can we have 4... feedback-on the new catalogue? 

DAVID: It’s a bit early to say just yet. | haven't heard 5.0.0.0... negative comments at least. But, um, 
actually I’ve got 6.0.0... bad news. It looks as if one of our biggest customers, DDE, is going out of 
business. They're not paying 7 ...:.............0. suppliers by the looks of things. They’re generating profit but 
they've got 8 oo... cash. 

SAM: Do they owe us 9......... eueemorers money? 

DAVID: Ten thousand. And, you know, there was 10 ..................06. warning either. | mean we haven't had 


| See rer aera .. problems with them in the past. But we're going to have to make 12...............000.0. big 
changes to the budget forecast. . 


(>) 35.1 Listen and check your answers. 


“<A-C a Cross out the incorrect quantifier in each group. 
1 


> 


Do you have7ary/ much/a lot of foreign currency in your wallet? 


2 


| usually have a few/some/alittle sterling and any/a few/some euros. 


2 A: Do you do any/many/much travelling in your job? 


w 


| used to, but | don't make a /ot of /many/some trips these days. 


3 A: Have you had any/ much / several training this year? 


oD 


Well, yes. I've been on a few/a little / several courses since the summer. 


4 a: Do you usually have a few/ enough /a lot of time to have lunch? 


Not really. | usually have a lot of /much/ some work to do at lunchtime. 


oS 35.2 Listen and answer the questions so that they are true for you. 


77 
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<4D = El Lookat the information on two corporate websites. Complete these extracts using the quantifiers in the 
| box with or without of. You will need to use some quantifiers more than once. 


afew all any most no none some! | 


a Employee profile 
20% managers have MBAs. 


100% employees are graduates. | | 20me Of our managers have MBAs. 
2% researchers have PhDs.’ i 2 cee our employees are graduates. | 
70% staff are in job-related training. 3 tenner verte researchers have PhDs. | 
: | ee ee the staff are in job-related training. 2 
L ao 
b 
Golden 
xX 
——— x 
0:0 CS e = 
© 2 E087 | 
| 1 There are.......................E numbers in.......00............ our products. 
(ASEAN Seen ot hems are nut-free - eBAEERE Hazelnut! fl x 
3 Apart ont Chosclme: syrup, .. vsnesieenn the syrups contains milk. 
teeter .. them are gluten: ree 
Ze — pease Se aaa es Sa a 
<«—- § Complete this report comparing three airlines using more, ree less, (not) as many, (not) as much, 
the most, the fewest and the least. 
= ie off had a mixed Year ‘They ia or with: half the: passenger _ i ‘gave away a bos aoe revenue-to-profit ratio of 
had 1 ..more passengers” numbers. ‘Sun | et had a good — free seats. Pavey senemed any of the airlines. Jet Off, 
than cenesar Set and 2 years making 5 vt 40. ; fethe Digeest, | carrier, made 
ins fact had 2. ee esieeectin wets oes profit of all. — sues and gave: away ll. cee bail es ares 12. .. profit i in re- 
passengers of Pe ities airlines. ate giving AWAY 6 oo cccccctsss Rapes atv - seats, but ne, have the” snail ain even 
However, — there are. danger — free | seats. “Athoush they erat nities] ra | 
signs. for the con Bs dee oS Ua Dein | i at 
generated 3. Hmanaejida passe 22. i million 


revenue ‘than ‘Sunt ‘Set, a7 
— ii ne almost 8. 
i some at Suna ee tel J 


Pe 


[E1965 milion | €1,109 milion | 


.. phone calls. 


Ts) Quantifiers 


Some quantifiers. are more common in formal o or written n English. 


_ many and much 


“In formal, written a you can use many yanda also much, h especially with of in affirmative s sentences, This is” 


less common in spoken English. 


In recent years many: companies have been foreodt to cut costs. 


Much of the. meeting | involved di Hs the ir in vestment ans 


_fewand little 


Few and little (not ¢ a few / a il) mean not muchinany or ralmost none. This use e without a a is ; much more 
frequent i in formal English. Se eehamion a. et eee ee 


Compare: 


Theres little competition | ia this peau (the ere’s ae no com pein). 


There’s a little cornpat tion for this pe IC uct. ae iss some com ee 


no 2 Pie ce 7 
In formal or written ngs you can use no as sthe subject ofa a sentence. 2 This is sles common in spoken English. 


Make this text more formal by rewriting the words in italics using the lala in the box. 
Use of where necessary. 


a few alittle few little many “much — 


Business interruption insurance 


There are 1 Jots of different types of business interruption insurance. This. | 
protects a business owner against loss of income, for example after a fire or other 
disaster, if there is 2 a lot of damage to the premises. It can also cover 3 a Jot of 
the other things that can stop a business from operating, including external 
events such as a flu pandemic. Surprisingly, 4 not a lot of small businesses | caer 
have this kind of insurance. 5 A lot of small business owners underestimate the _ Cale nite ene ny ite 
time it will take to get the business running normally again, but it is critical to oe 
resume normal business with 6 not a /ot of or no delay. It is worth spending . 
7 some time researching the best policy for your business. 8 Some of the bigger Basco ces. 
insurers now offer advice on interruption insurance to their business customers. — 
It is also important to review all policies regularly as 9 a /ot of the information 
about a business can change in a short time. There are 10 /ots of times when the ) G8 casa 
unexpected does happen. While having the right policy may be 11 not a /ot of 47 

comfort, it will take away 12 a /ot of the financial anxiety when the 
worst happens. gf Seeger ee eee eeree 


Rewrite these sentences so that they sound more formal. Start with No + a singular noun. 


1 Company executives don't like to think about disaster ee ce 


seceseseneh hat FEM ee FE ee ee ee ee ee er i ir ee ee et ee mrt i eee ee ee ee ee ee ee Toe IN Re aati owt bint Ewe dow ok aR ok ea aoe Wena bo had ae ake web a Sheree res hee et eee 
ee ee ee ee Cc CeCe eC Ce ee ee 


OP eCCre ere ere ee eee ee eee eee eee eee eee eee ee ee eT ee ee eee ee eee eee eee ee ee ee ee ee ce ee ee ee ee re rr ia a a a a ee ea ee re ote ee ee 


wOESeREN CE PTeCe ee ete eee eee ee ee ee ee ere re rr re a rr er eee ae a ee ee ee ee ee ee ee ee ee ee ee ee i re i i ei ce i er 


Make it personal 


Write about the use of the Internet in your workplace. 


Are there many rules about it? Do all employees know them? Can you use social networking sites? 


180 


“b Which words in italics are not followed by a noun? 


Read this extract from an article about self-confidence. 


a Which words in italics are followed byanoun? 


Expanding your comfort zone can make you feel 
good about yourself and it gives you confidence. 
Success can be yours if you just say ‘yes. 


What are possessives? i D3 You can use ‘s after a name to talk about someone's house 
— ) or a shop. You can also use it after jobs (e.g. dentist’s, 

Al You use possessive adjectives, pronouns and ‘s to doctor's, chemist's) to talk about the place of work. 

talk about something that belongs to someone or an 

organisation. Shall we meet at Andy's tonight? 

Don't forget | will be in late tomorrow morning. |am going to 

A2 You use whose + noun to ask about who owns something. A Don't use an apostrophe (') with possessive pronouns. 

Whose laptop is this? Whose keys are those? She’s a customer of ours. (not ou) 

Possessive determiners Reflexive pronouns and each other / 
B1 Possessive determiners (my, your, his, her, its, our, their) come one another 


before nouns (without other determiners e.g. the, this). 
E1 You use reflexive pronouns (myself yourself, himself, 


This is my office. (not the ry-off€e) herself. itself, ourselves, yourselves, themselves) when 
B2 You can use own after possessive adjectives for emphasis. the subject and object of a verb are the same. They are 
, common with some verbs (e.g. behave, call, convince, 
Each product has its own bar code. (not a-ewsA) a enjoy, introduce) and verbs with prepositions (e.g. be sure 
of, believe in, feel good about, help yourself to, look after, 
‘ pay for, think for). 
Possessive pronouns 


Do they still call themselves ‘Nubiz’? 
Possessive pronouns (mine, yours, his, hers, ours, theirs) are 


not followed by a noun. A Don't use reflexive pronouns with get changed, 


concentrate, feel, hurry, relax, sit down or wonder. 


| feel happy. (not Heelmyselthappy) 


E2 You can use reflexive pronouns for emphasis. 


If you don't have an accountant, | can recommend mine. 
A Don't use its asa possessive pronoun. | 


! wanted a high-interest account so my bank recommended ; a 
; | haven't met him myself, but people say he’s reliable. 
its eSavings account. (not ... semybarnkrecommendedtts) | 
E3 You use by + reflexive pronoun to mean ‘alone’ or ‘without 
help from another person. 


Possessive ’s | 
os Can you find your way back to the car park by yourself? 


D1 You can use ‘to talk about something that belongs to a E4 


ae There is a difference between reflexive pronouns and 
(named) person or organisation. 


each other / one another. Compa re: 


Rita’s boss has just phoned. The London and Paris offices talk to each other / one another 


A, If the noun ends in an s, don’t add a second s after every day. (London talks to Paris; Paris talks to London) 
the apostrophe (’). Matt often talks to himself when he’s alone. (Matt talks to Matt) 
When is the shareholders’ meeting? (not shareholderss) Each other / one another are common with contact, criticise, 


email, get to know, know, like, live near / next to, remind, see, 


D2 You can use ‘and ‘with time expressions. sit near / next to, talk to, understand and work near / next to. 


Let's meet again in a day's /two weeks’ time. | E5 Youcan use ‘s with each other / one another. 


Both operating systems run each other's programmes. 


<4B,C 


Underline the correct words in italics in these comments by Sir Terence Conran, a businessman, 


restaurateur and designer, about his business. 
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All companies have a core ethos. 1 Our/Ours is to use design to improve quality of life. Conran & 
Partners consists of an experienced team of creative and professional people, who understand design 
and how it creates value for 2 our/ours clients. 


Architecture 


Over the past 20 years 3 our/ours buildings have made a big difference to 4 their/theirs 
surroundings. Have you heard of the Longman Headquarters, the greenest building of 

5 its/it's time? Or Roppongi Hills, an 11-hectare urban quarter in the heart of Tokyo? Both of 
these projects are 6 my/mine. In terms of design, there is no doubt that each building improves 


7 its/it’s location. 


9 OS ERE LEE ee, ESS EL PTR FETE REL LRT VT EET as Te FTE as IT NS BERT PRE PTE 
‘ a2 Ee: ro ot +3 aw - wols aA at liee anyon; ) Eh: - t 
“ e a . ey - 


8 My/Mine approach is to create a successful relationship between clients and customers by developing products that have 


character, are simple to manufacture and easy to use. 


If you employ several companies for the packaging, marketing and brand development of 9 your/yours products, you may _ 
have problems when there are differences between 10 their/theirs ideas and 11 your/yours. We offer a full range of services 


so that clients do not need to deal with many different service companies, all with 12 their / their own creative ideals. 


‘PIES Tet MERA NI EN TN Mt MMMM EEE PH MSP EI DIAERSIS EEE EES TENTS ME EEE om en tn AP tC Pe REE et NA Hn: nt ttm tte tnt tn nt nt teint hat metathesis fe am stat enim RE, 


<4A-C  [] a Answer these questions using the possessive form of the correct name in brackets. 


1 


aon ao uM SF WwW ND 


Whose company is called Virgin? (Richard Branson / Madonna)... Richard. Branson's. 
Whose web address is ba.com? (British Aerospace / British Airways) 
Whose product is iPhone? (Vodafone / Apple) .................0cccceeeeee 


Whose logo is this? (Lexus / Honda) .............0..00cccccceeseee 


Whose shop is called Harrods? (Mohamed al-Fayed / Philip Green) ........0..0.00..ccccccccccccee. 


Whose soft drink was first sold in 1886 as a medicine? (Pepsi / Coca Cola) LT ene Cerne mere eET 


Which country’s railways are called SNCF? (France / Poland) ..............0.cccccccccetecee 


Where would you go if you had bad toothache? (the doctor / the dentist) .............0.0..00.00cccccceeee. 


b Write answers for these two questions that are true for you. 


1 
2 


Whose coffee do you prefer — Starbucks’ or SUbWay’S? 0.0.0 


When will you have your next holiday? In .o...00000o eee. time. 


<iD Put an apostrophe (’) in the correct position in eight of these sentences. 


wad} 


1 


oo on oO uM hF WwW N 


If anyone calls, can you tell them I'll be back after lunch. I’m going to the doctor{s. 
Whose laptop is this? Is it Susannas? 

Are you looking forward to tomorrows report into the banking sector? 

I’m just going to the newsagents. Can | get you anything? 

What's that product called? | can never remember its name. 

I’m planning to retire in about ten years time. 

Their new logo is an exact copy of ours! 

We're going to Mikes tonight. Do you want to come too? 

What are the unions latest demands about working conditions? 


Please visit the companys website at www.tarnproducts.com 


4A 


é 


<4E £4 complete these sentences using the words in the box. In one sentence, you do not need to write anything. 


by myself by yourself eachother’s himself. myself oneanother ourselves themselves yourself | 


H 
f 
cmnocanonreweu: cen sea eeoinee coat esevenceearecanoengceoe ev200 ees aeo eOcERT DS HCE O90 Ja] HNIEEDA SIH HIISOR IH CODTADD LIE HORII OONERDER TINY EYP LONI NERIEIEAIENENC ES 00008 


AR TINE NOTE CHLOE OS ISN OHIU EAU NED HOOKER OOEERAK 


1 | prefer travelling ....by.myself....on business. 
Z AtS NANG LOWETAK .5.c900.04,.8G iiss acti when you have a busy work life. 
3 My colleagues and | like 0.0.0... ccccccceccceseeeeeeees so much that we often go out together socially after work. 
4 \'m quite shy and find it hard to introduce... eee to new people. 
5 In my company, the employees make a lot of the policy decisions 0.0.0.0... 
6 The two managers in my department always agree WIth «0... eee proposals. 
7 Do you prefer to work ...0000000. ee orinateam? 
B The CEO o.oo ceccccccccccseecssesseeeeee attends all of our meetings. 
9 We feel good about... ee and the work we do in our company. | 
10 Do you think it’s quicker to delegate or do tasks 0.0.0... eee ? 


<4A-E [& complete this conversation between a financial advisor 
(FA) and a new client. Use a suitable possessive or 
reflexive form. 


FA: Many investors prefer to make 1... Mer own... 


investment decisions, but if you would like some help 
WRENN) 2 oss x caee eetapencenates , then we can certainly provide that. 


CLIENT: That’s great. 


FA: | can assure you that my company 3..................65 
financial advisors are among the best in the UK. We also 
work well as a team, always keeping 
As 0 Ree PE ge informed of any financial opportunities 
that we find. 


CLIENT: That’s good. Well, | have made these decisions 5 .................08. in the past, but with last 
week 6 0.0... news about the problems in the stock market, I’ve lost confidence. 


FA: Yes, many people have had the same reaction, but I’m sure we can help. First, we need to look at 
ee attitude to risk. Do you like to take risks, or do you prefer to be safe with your money? 
All investors should ask 8 «0.0.0... ,'Do my investments reflect 9.0.0.0... feelings about risk?’ 


We all want to maximise 10.......0...0.0..... .... income from investments, but we also want to feel comfortable 
with how much risk we're taking, don't we? 


Make it personal 


ein 8 See a) as 


Possessives and reflexive pronouns 


You can often use of instead of possessive ‘. This tends to be more common in written business English. 
Sometimes you can use either structure with little or no change in meaning. 


the name of your company = your company’s name 

the economic policy of Britain = Britain’s economic policy 

the decision of the committee = the committees decision 

A Compare a list of customers (belonging toa company) with a customer's list (belonging to the customer). 


You always use of 


* 


with long noun phrases. 


Please could you send me the names of the delegates who are coming tomorrow. (not the delegates+he-are 
corning temerrows-names) 
to talk about position. 


Please sign and date at the end of the document. (not the decumentsend) 
Offices in the centre of London are very expensive. (not Londatrcuntte) 


to link a member to its group, or a part to the whole. 


There are 12 members of the board, all reporting directly to the CEO. 
Production starts in the first month of next year. (not pees en) 
| disagree with several parts of the proposal. (not + 3 


with possessive pronouns to talk about relationships between people. 


They‘re friends of mine. (they’ re my friends) 
She's a client of theirs. 


4 Amarketing consultant is advising a food manufacturer about one of their products, bottled water. 
Underline the correct words in italics. Sometimes both are possible. 


Fle Edt Yiew Favorites Tools Halp 
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NH ARR NONSENSE OES DSL DRED EDEL CDS IND DEESORAENEE LED DIOSIIEE EEC DIADORA ODOC DAE BONDED DS OREO ANEE DRAB IDE CER HD HE CDE SECEANEERES LONER OTIOREEDISC INE RINELOEAIO 


Firstly, ask yourself what 1 the importance of this product / this product’ 5 importance e is to your business plan. 
If you think it is 2 at the centre of your future success / at your future success’ centre, then you need to choose 


| one of these two strategies. 


Strategy 1: Continue to promote the product you already have. In your case 3 the advantages of this strategy / 
this strategy’s advantages are: | 


1 people already know your product; and 


2 people understand your product: simple, plain, inexpensive table water, which meets 4 the needs of the 
average person / the average person's needs. 


Strategy 2: Change 5 the name of the product you are selling / the product you are selling’s name. Test a new 
name (e.g. Blue Goddess Drinking Water) with a small group of customers and collect feedback from them. 
Then change 6 any part of the name / any of the name’s part you or your trial group of customers are unhappy 
with (e.g. drinking water) and make any other small changes. Finally, start to use the new name. 


With both strategies you have to ask yourself the following questions. Do you know what 7 customers of yours 
/ your customers really want? Are you able to communicate with them directly? Do you have a 8 database of 
customers / customers’ database with all their relevant information? If you don’t, then start by finding out who 
they are. 


es 


eee ee 


What time do you want to 
leave for this thing? 


| About ten. Do you want to : 
\. get a coffee or something first? 


6 s9ibaje13s Buiyeads 


OK. I'll just get my stuff and I'll 
meet you by the back door. 


to talk about objects, activities, states or ideas. 


is ae satisfaction, os ta question: factor) 


Cc Completing a list of ideas 


| You cant use e these e vague expressions to suggest a complete pss of ideas: 


Lets go out ne qa curry or coe like: ; that after Werk k (an informal real) 


<A 


«4B 


~<4C 


<@D1 


<4D2 


Practice 


“2 Do you fancy a snack? 


: 2 words in italics with stuff, thing or things without making any other changes. Sometimes more 
than one answer is possible. 


Reeiince eee 


Now that I’m more senior, | do mainly consultancy-type 1 work these days. And 2 my activities have been 
going well recently. I’ve got lots of interesting 3 jobs to do - it's good: The main 4p point | like about my job is 
the freedom and all the 5 benefits that come with a.senior job. 


Oa ee ewes 8 ee Wait Mae ed ewes a oe Sachs ees Pah es * cise wees 


Complete these conversations using suitable formal or informal expressions from B. Usea yanety of 
expressions. 


1s CHRIS: So the summary p plan, the one with the objectives 1 .and,, $0.0n..., is almost done? 

LINDSAY: Yes. | just want toadda bit more on market positioning PN ee ee ee 

Then I'll email it to everyone with all the forecast documents 3......... ee: et ee coe m8 | 

CHRIS: Good. So now we can concentrate on other i issues like recruiting new staff 4.000000... 
2 Io: Hi there. So, can we have a chat about next year's conferences. 5 peak Y ae ee ? 

SAM: Yeah. I've just got all the dates anc 1 COSTS Go isitm Oita.) HN 

Jo: Then there’ s the budget for the website 7 Ser bets (eas tne ee to look at. 

SAM: Yeah. We need somebody to keep it up-to-date change the photographs 6. ! 


SS 9.1 Listen and compare your answers. 


Complete: this informal talk about recycled materials using expressions from C. Sometimes more than one 
answer is possible. 


There’s.a new European directive — it's just come in actually - for packaging and packaging waste 


1...and all that sort of thing. Basically, it’s all about creating a market for recycled products 
7 Pe aa llth wos, DUt it also affects marketing and the colours you can have 3.......... eiteersSreeerrMerrcrteers ; 
and we'll have to 1 ‘ink more about our use of paper, plastic Lab es eey lll Moo Me A yecelens ..... We've had a working 


party look at this 5o..o..0..c.-seesscesese-s and they've come up witha plan which is long term and strategic 
Cer np diate oe : 


Complete these comments from guests at a hotel reception using or something (like that) or or anything 


(like that). Sometimes both are possible. 


1 Doyou have any leaflets _...OF anythin q./ Pr pomeniag about the hotel? | can't see a price list 
Doni oes, tee uw. here. ) 
2 heard there's a theme [es tee BRE OME Pe te Re re ‘atthe restaurant —Dutch night ...................ccccscceseecee-e-- 
3 No, | don't want a newspaper, thanks. | don’t read newspapers, or listen tO NEWS «0.0.0.0... ce cece 
4 Is there like a snack bar......... “iijisussisssvsssei, Where Lean just get a coffee? 


Make these offers and suggestions more open. 


1 Would you like a coffee? 3 Maybe we should get a 5 Do you want to check 
| oe sandwich? your email? 


eae sip iae, gease wheelie: Saree of get @ 0 lene'e e.ge «ERE Ths, ee ee oe oe ee ee oe er i oe i Rat a eC ae eae i i a i ee ee ee ee ee a? 


something? Ce a senswer ction Meer is 


ese eee ee es ee ee 


-6 Would you like to get 
some fresh air? 


a a ee ee oe ee ee ee ee ee ee ee es i ee ee ee ee ee ere) 


Test 9: Units 33-36 


1 


Underline the correct words in these sentences. Sometimes both are possible. 


1 Acustomer wants an information / some information about our returns policy. 
SCE HON TGUOn 


2 There's a message /some message for you. John thinks there was a mistake / some mistake with a price / 
price you quoted him. 


We can't hire him because he lacks an experience / any experience. 

I'd appreciate a feedback / some feedback on my presentation, please. 

With a bit of luck /luck, we'll have finished the meeting by 4 o'clock. 

I'm looking for work /a work in London. I'd like a job / some job in marketing. 


Let me give you a piece of advice /an advice, don't be late again. 


on aA u fb WwW 


A: Would you like a drink / drink? A cup of tea perhaps? 
B: No, thanks, | don’t drink tea/a tea. 


9 We've done some research / research into the market and we're very confident. 


10 So, you say you placed an order /some order for a machinery / some machinery from us, but it arrived without 
documentation /a documentation. OX, I'll check and when | have some news /a news, I'll call you back. 


2 Complete these sentences using the words in the boxes. 


tes, Silile-a lot ot h 
a ittle alotof not many muc 


1 Do you want to be a better negotiator? Take ....4. few... minutes to read these tips. 


2 Research shows that................... ...... people know our firm. How can we improve this? 
3 Your presentation was good, but | think you should speak..........0000.0.0.... slower. 
4 Entering the US market means you have ................... competition to face. 
Bi SO) NOW x ctssincsesessavonanes did the whole project cost? 
any enough no several 
6 They wrote to... the shareholders calling for a meeting. 
7 We'll probably launch the product nationwide if there's ..............0...0.... demand. 
8 Inthe last month... customers have cancelled orders. Why was this? 
9 My previous company gave Me...................008. support and | was forced to leave. 
10 The new laptop has sold so well it hasn’t needed .................. expensive advertising. 


alittle any many morethan  mostof | 


nn err wee Me AAR AAAS 


11 Overseas sales now account for... 20% of our total revenue. 

12 Apparently ...0.00000 0... analysts feel that the economy is beginning to recover. 

13 Our Berlin office handles direct sales for ........0000.0. Europe. 

14 The CFO has promised me that we have .................0005. money available for investment. 


15 Have we got..............ce. printer paper left? 


3 Complete this article about blogging using a, an, the or - (no article). 
The business of blogging 


Not long ago, blogs were seen as 1....4.... collection of cyberspace chat, read mainly by 2 .........0.00.0000... 


young. Now advertisers are realising there is 3.0.0.0... market developing in 4........0.0000..000.. online 
community. Already, 5.00.00... online advertising growth is faster than any other sector of the media 
world. In addition, 6 .............0...0008. fact that about 11% of Internet users today read blogs makes 

FE so Sasccasshastetacctet blogging world look financially important for marketers. 

et ee ee estimated 48 million blogs now exist in 9 oo... cyberspace and many bloggers are 
putting advertisements on their blogs, or getting corporate sponsorships and writing blogs for companies. 
|| he ree eee Marcom, for example, 11 .................065 communications-software maker in 

Mee cise ereceeee ts USA, recently began paying several bloggers $10,000 per year to talk about its products. 


Be cer hnattee oeteonts best paid bloggers can earn more than $10,000 14.0.0... ee. month. 


4 Complete these extracts from an article about doing business with friends using the words in brackets. 


1 Adam Fairfax started ....U6.... consultancy in partnership with ....0.0000.00000.0... sister Martha. It was » 
spe ea icoaaa: marketing expertise that helped the company achieve .......................... early successes. 
(her, his, his, its) 


2 Adam has been a client of .....0..0..00000.8. for many years now. Over that period, he has also become one of 
ee closest friends. (mine, my) 


3 | know many people say you shouldn't do business with ...............0..0.05. friends, but we have managed 
TOPROED ..0.5cc5ccectsorceettans business and personal relationships separate. Most relationships — business or 
personal — have a few disagreements and «0.0.0... has been no exception. (our, ours, your) 


4 Adam and Martha are currently preparing a takeover bid for one of.............. a rival companies. I’m not 
sure it is a good idea, but the decision is .....................0.5. , of course. (their, theirs) 
5 Put an apostrophe (’) in the correct position in five of these sentences. 
1 What's your company 4s website address? 
There were 4,000 people at the shareholders meeting. 
Are you going to Charles leaving party tonight? 
We're holding our annual conference in four weeks time. 


Sorry I'm late, | had to go to the dentists. 


a uu F&F WwW N 


You can have any colour car you want; the choice is yours. 


6 Complete these sentences using the words in the box. 


eachother herself himself itself myself oneanother ourselves themselves yoursetf yourselves 


1 Sorry, | haven't got time to call the suppliers. You'll have to do it... yourself... 


2 Ann works part-time as an accountant and finds .........00..0..0.0... managing different roles as mother and a 
professional working woman. 


3 We operate an internal market where different departments buy and sell services from ......0.....0... co. 
4 He worked so hard last month that he made........................ ill. 

5 The meeting starts in five minutes. Do you all want to get...................00. a coffee first? 

6 The new packing machine is so efficient, it'll pay for... in another month. 

7 I'm really in favour of delegation. It encourages staff to think for... 

8 My worst business decision? | managed to convince .............0....0005. that | should invest in property, just 


before the market collapsed. 
9 As partners, we only pay........... hadi pane a small salary. We put most of the profits back into the business. 


10 Every three months we take the staff to a restaurant so that people from different departments can meet 


ee ee face-to-face for a change. 


Relative clauses 1 (who, whose, which, that) 


Read this extract from an article about’ 
Sir Richard Branson. 2 


Sir Richard Branson, whose company Virgin started as a mail-order 
record retailer, opened his first record shop in Oxford Street in 1970. 
Mike Oldfield, who was the first Virgin artist, recorded ‘Tubular 
Bells’ in 1973, which became a huge hit. In 1967, at the age of 17, 
Branson also set up a charity that helped young people. 


a Which words in italics refer to people? + 
b Which words in italics refer to things? 


¢ Which word in italics refers to possession? 


Defining relative clauses ‘4 Non-defining relative clauses 


A1 Defining relative clauses make it clear exactly who or C1 You can use non-defining relative clauses to give extra 
what you are talking about. They often begin with a information about a person or thing. 


Ler Pious eg Mannich Endl) Mr Premji, who was India’s richest man in 2004, drives an old 


~A2 Youcan use who/that to refer to people. Ford Escort. (We know which person we are talking about: 
Mr Premji. The fact that he was India’s richest man in 2004 is 
extra information.) 

Racing Green, which is headquartered in Regent Street, has 


The security guard who works on the main gate used to be 
a policeman. (who works on the main gate tells us which 


security guard) just opened a new shop in Bath 
a ae set off the fire alarm apologised to everyone The CEO's job, which no-one has applied for, is still being 


| advertised. 
Y j f ings. Pvas 
A3 You can use which/that to refer to things. That is much A Use: comitias around this type of relate clause. 
more common. 
C2 You must always use who/which in non-defining 


MRO oO Wattely RRerGk Opiates eoiticsiioin Saateniana relative clauses. You can use who or which to talk about 


Saatchi. 

The company that won this year’s Queen’s award is a little- Sree _ 

known manufacturer of solar heaters. A Don't use that in non-defining relative clauses. 

Ay Remember to use who/which/that not he/she/it/they. Tesco, who control over 30% of the UK grocery market, are 
in housi Fescethateentretover 

The job went to the candidate who had the most programming ny eS a 


experience. (not the candidate whe she had / the candidate 
shehad) 


2) Whose 


Subject and object relative clauses You use whose in defining and non-defining relative 
clauses to show possession (instead of her/its/their etc.). 


B1 You can leave out who, which or that when they are the 
object of the defining relative clause. What was the name of the delivery company whose website 


; 
The operator (who) we hired last week has already resigned. Hp 1 PIN GH ARES ETUCYiE (iN STW TyncOral panyi WC HSH) 


Where's the email (that) | wrote yesterday? Mme Cathiard, whose parents own the Chateau Smith 
Haut Lafitte wine estate, started the world's first wine spa. 


B2 You must use who, which or that when they are the (Mme Cathiard’s parents) 


subject of the defining relative clause. 


Investors who want a secure fixed rate should choose our 
eSaver account. (not fArestersswenteseeurefredrate shoud) 
The person that discovered the theft informed the security 


guard immediately. (not fhe perser-discovered-the theft 
intone) 


<A 1 Join these pairs of sentences using who, which or that. 


1 The woman answered the phone. She told me you were out. 


Ce A ee eC i ee 
Se ee ea] 
CT 2 cy 
Ce 
Ce ee OO OO a 
i cc ee cc i i i i i i i ee a io a ee oe ei aac 
ee SO a ee ay 


Ce SS rc od 


<4B Read this article about outsourcing. Put brackets ( ) round that, who or which when they are not necessary. 


Finding the right person for the job 
Are you, like many Srreoreneu overworked but unable to find an employee to do work 


1 (that) you feel you could do much better yourself? You don't need to be! In this article we 
-Teveal the secrets of how 0 find the perfect person for the job. 


First you need to identify. a task in your business 2. that you would like to hand over to 
someone else, so you | can focus. on more important parts of your business. Then place an 
advertisement to attract someone 3 who can do the task. You will get a number of responses, 
4 which you will need to decide between. Choose the ones 5 which you think look the most 
interesting and invite those candidates for interview. 


In the interviews you will probably ask the sorts of questions 6 which everyone asks, for 
example, ‘Do you have experience or knowledge of this area?’ Everyone 7 who wants the job 
you offer will say ‘yes’, _ of course, so then ask the question 8 that only good candidates will be 
able to answer well: ‘Tell me a little more about that.’ If the candidate doesn’t have anything 
to say, finish the interview and keep i interviewing, until you find someone 9 who you think is 


going to do the job well. p 

i 

Once you' ‘ve found the right person, you’ ‘l finally have time to answer all those emails 

10 that are filling up your inbox. — : 

Petros Pecheearhitatieats = Tea Seater aL roe et pre eT He Te ot a = rece ee 


<C 


EY Complete this extract from DHUs website using which or who. 


salle which is 100% owned by Deutsche Post World Net, is the global market leader in international express, 
overland transport and air freight, and is also the world’s number one in ocean freight and contract logistics. DHL offers a 
wide variety of customised solutions, 2............. range from express document shipping to Supply chain management. 


Our shipments, 3 ............. arrive rapidly, safely and on time all over the world, are sent via a combination of air, sea and 
ground transport. Our global customers, 4............. demand the highest standards, frequently choose us because we have a 
strong local presence and unique understanding of local markets and customers. We also offer a wide range of standardised 
postage services, 9............. include express and worldwide mail deliveries, as well as tailor-made industry solutions. 


We continue to meet the growing demands of globalisation, 6 ............. are creating more 
and more complex supply chains. DH's international network, 7 ............. links more than 
220 countries and territories worldwide, is core to our business. As well as this, our 285,000 
employees, 8............. are dedicated to providing fast and reliable services, ensure that we 
exceed customers’ expectations in 120,000 destinations in all continents. 


<4 A-D [EY Complete these extracts from a newsletter giving investment advice using who, whose, which or that. 


=u oti star altel Dau Bbc ated I Di ae mee oa pm a a ae ami caer: Seb aed mae rats 


| 1 Caulfield Capiral, ....WM°... ee es information about finance, produce three newsletters a year. 

4 2 This newsletter is for investors .................... want to make their own investment decisions. , i 
43 My client, ....... ... business partner -oaeorenneaded Caulfield Capital, is se with their advice. _ 

' 4 25% of this pension fund is tax free. The rest is used to See an income .. ..is taxable, 

| 5 Does your company pension scheme guarantee an income.. you would! i a you changed pensions? 
6 Youcan also call our pensions team, .. will be idpeves to answer your questions. 

7 Ihave cone pension plans ........00..00. aoe when I left college. | 

8 ii father, ... con advice I always listen ro, suggested I stare my pension. 


a 


ST ee eR Ta Ee haa Re re Py ee 


<4 A-D Match the beginnings (1-8) with the endings (a—h) of these sentences from a discussion about women in 
the workplace. Complete the sentences using a suitable relative pronoun. 


1 Welcome to today’s discussion, a... oa attitudes have not changed. 

2 There are many talented women I isctincviasa tee all employers can try to meet. 

3 There are still too many managers Gwe one eee ences said that women shouldn't have a job and a family. 
4 The first thing d is‘Women in the workplace’ 

5 \remember one manager le. 5 are not being paid as much as men. 

6 Itis important to set specific targets arene nn record of employing women is good. 

7 We need a system of rewards “se Cann ee ne are given to the best employers. 

8 We should congratulate employers At ccs eensdaees needs to be done is to publicise the issue. 


Relative clauses 1 (who, whose, which, that) 


You can use a relative clause with which to comment on something someone else has just said. 


A: We'll have to find a hotel for 50 people next month. 
B: Which won't be easy. 


A: If we don't advertise now, it means we'll be short of people. 

B: Which is not a good thing. 

You can use also use a relative clause with which to comment on something that you have just said. 
We've made budget for the year, which is excellent. 

A: I've just made my biggest sale this year ... 


&: Well done. 
A: Which I'm very pleased about. 


Match the beginnings (1-6) with the endings (af) of these sentences. 


1 He was rude to the CEO at the opening party, a which I think they deserve to win. 

2 House prices are going down at last, b which was very disappointing. 

3 Debenhams is being considered for a retail award, ¢ which! don't think should be allowed. 

4 Humphreys is monopolising the fast food industry, d which is good news for first time buyers. 

5 JK Rowling has helped to get millions of e which was a really stupid thing to do. 
eUILGESt Ee acing: f which i is great for the book trade. 


6 Thereturn on my shares was minimal, 


Complete this discussion about two candidates for a job using the relative clauses (a-h). 
a_ which seems reasonable e which seems unlikely as she’s only 38 
b which makes her seem to be the weaker candidate © f Which she needs to be in this job 


¢ which makes me wonder why she wants to leave them 


d_ which would make working overtime difficult for her h Which makes the decision easy for me 


SUE: So let's talk about Lesley first. She certainly has all the right qualifications for the job, dont Sore 

JON: True, but she also claims to have twenty years’ experience, 2 eee. ; 

NICK: Yes, and she’s already working for a very prestigious firm, 3. LT. See © ed 

SUE: Well, she says she wants to move back to this area to be nearer her elderly parents, 4 dee ray et ech 

JON: What about the other candidate — Jennifer? Her qualifications are not as good as Lesley’s, IRE ae raster ee 
SUE: But she seemed more outgoing and open to new ideas. 

JON) Gaiam 


Nick: Mm. Lesley did seem a little inflexible. For example, she said she had several regular fixed commitments 
in the evenings, 7 ........c.. 


Jennifer. 
NICK: So dol. 
SUE: Fine, so Jennifer it is. 


_ Make it personal 


Try to include six which . Bee . relative clauses in conversations with colleagues or clients over the next week. 


Relative clauses 2 (whom, where, when, -ing, -ed) 


Read this text about business success 
from a consultant's website. 


e260 


e9 EUG 


-——__- --——— i ee 


~What do the relative pronouns in italics 


refer to? en successful business has a moment when it starts to take 


off. Growing a business means identifying markets where 


your results are consistently over budget. How can that 


Al 


A2 


B1 


success be =feplicated| in your other markets? 


Whom 


Whom is often used immediately after a preposition. The 
six prepositions most commonly used with whom are of, 
to, for, with, from and by. . 


Saverfone allows consumers to chose the retailers from whom 
they wish to receive special offers. | 
We understand the needs of our customers, for whom flexibility 
is @ top priority. 

In spoken and informal written English, it is much more 


common to use who/that (or no relative pronoun) and to 
put the preposition at the end of the relative clause. 


Let me introduce you to Clare, who | worked with at 
Nicholson's. (with whom | worked) 

Are you the person (who/that) I should speak to about hiring 
the meeting room?. 


“@ See Unit 37 CAGE NTe 1): 


You can sometimes use whom for people when they 

are the object of the relative clause. This is very rare in 
spoken English and is mostly used in very formal written 
contexts. It is more common to use who/that in informal 
contexts. | 


Managers should keep in touch with potential clients whom 
they meet at conferences. (who.they met) 


“@ See Unit 37 (Relative clauses 1) 


Where 


You can use where in relative clauses about places, 
including non-physical ones (e.g. financial markets). 


Our new chocolate drink will be launched in regions where our 
brand is already established. 
[taly is the country where we face the-biggest challenge. 


A Don't use where with prepositions (e.g. in, for, at). 


The office (which/that) | work in is very cold. i: Tre office 
YP ORELAOHCA) 


The hotel (which/that) | stayed at was very near the Paris: office 


(not aor ara sr ea) 


B2 You can also use where after words like situation, point 


@ 


and stage. 

They've reached a situation where they'l/ have to negotiate. 
We're at a stage where things can still be changed. 

We're at a point where we can take a break to think about the 


options. (when is also possible with point) 


When 


You can use when in relative clauses about time. 


| look forward to a time when we are the market leaders. 
[t's not possible to upgrade so often these days when 
machinery costs millions of pounds to put in. 


You can also often use that (or no relative pronoun) in 
relative clauses about time. 


Do you remember the time (when/that | spilled coffee over a 
client? 


5] Using participles in relative clauses 


ee (-ing/-ed ) 


When the verb in the relative clause is a continuous (-ing) 
or passive form (often -ed), you can leave out the relative 
pronoun when it is the ES: of the clause and the 
verb be. 


Can | speak to the person who is running the conference? > 
Can | speak to the person running the conference? 

The.items which were reduced are selling quickly. > 

The items reduced in the sale are selling quickly. 

Port is from grapes which are grown in the Douro valley, > 
Port is from grapes grown in the Douro valley. 


<A 


<48B1 


<4 A-C 


1 Underline the correct words in italics. In one sentence both are possible. 


1 Dammann’ s, with who/whom we do most of our business, is based in France. 
2 Thanks to Mike Bailey, who/whom we have worked with for years, we have created many original designs. 


3 The personnel in the home deliveries department, about who/whom we have had the most. complaints, 
need to be retrained. 


4 We've got a fantastic IT manager called Brenda Lynch, who/whom we couldn't survive without. 
5 Mr Baughen, who/whom the CEO has:named as his successor, joins the company in August. 


6 Our report shows that labour market reforms have encouraged firms to employ more young, part-time and 
unskilled workers, who/whom they could not afford to hire previously. 


Complete these questions using where, ad OS that or - (nothing). Sometimes more than one answer is 


possible. 

1 Is there a tailor’s near your office ....where.... | could get a suit made? 

2 Do you work ina sector............... ....... there's a lot of competition? 

3 In your building, is there a place ............00....... you can get a good view of the city? 

4 Can you recommend a good hotel......... noel could stay at in your city? 

5 Do you know a good restaurant... ony eee oe we could get Japanese food? 

6 Do you have one particular desk 0.0.0.0... . you always work at, or do you ‘hot desk’? [share different 
desks at different times] : 

7 Does your company have a restaurant............0..-.-. employees can get meals or coffee? 

8 Could you tell us about the regions............ Jus Your company has been most successful in? - 


Two people are talking about their work experience. Complete these extracts using the relative clauses 
(a-h) and whom, who, where, when or = (nothing). Sometimes more than one relative pronoun is possible. 


Ba, rsh. cai .| got on very well with 


Da ee .. was living at the time 


| used to a a successful high flyer, but 
the company 1....%..... went out of business and | was 
made redundant. sali unemployed for a long time really 
destroys your confidence and | was getting to the point 
2 oooccsccseeessu.- Eventually, a suitable job came up near to the place 
3 ooo csocccssusee [went to meet the technical manager, 
. Ween and she offered me 
the job immediately. © 


c for nom. | was working | 


den thought that 
I'd never get another job 


e “ooctteesvsreeees YOU Gon't do any technical work any more 
foes. | worked with | 
g “cece... 1 didn't really have enough to do — 


Rioteen peas .. [became a full-time 
_ manager aie small section of 
the factory 


When | first started, | loved my job on the 
factory floor and | became very good and fast at it. 
Unfortunately, this meant that | was disliked by the people 
Sekuicts btestssiaseee D@CAUSE they weren't as efficient as me. But on a 
more positive note, | was promoted several times, until there came. 
& TIME 6 o.oo . The funny thing i is that when this happens _ 
: you get toa point Feel. ane found myself 
in.a situation 8 oo... 


| © 38.1 Listen and check your answers. 


193 


38 


<D | Complete this extract from a booklet about management using the present or past participle of the verbs 
in brackets. 


As a manager, how open should you be with your staff? Many managers 1 ....4SKe&..... (ask) this question 


replied that they always tried to be as open and honest as possible. But we need to think what’as possible’ 
really means. Look at the example situations 2 ....0..00.00000000.... (list) below. 


Would you always be totally open when ... 


e you have been asked by your company to keep something confidential, or when you don't want to pass on 
confidential information 3 .............0....... (tell) to you bya colleague? 


e being open will make your team J unhappy? For example, you might not want to tell your team about every 
new cost-cutting idea 4.0... (suggest) by head office, as they may not actually happen. Would 
you want to give possible bad news to staff 5.0... (try) to get on with their work? How much 
information would you share with any team members 6 ....................... (ask) questions? 


e being open could cause unnecessary pain? For example, should managers 7 ..................4+ (dissatisfy) with 
an employee's performance discuss all their weaknesses at the same time with that staff member? 


e you are very busy? You will never have enough time to communicate with your team as much as you would 
like. People 8.0... (want) to discuss everything with you can use up a lot of your valuable time. 
So teach your staff to prioritise and limit what they expect from you. 


<A-D Read the following advice from a guide to setting up a new business. Decide if the sections in italics are 
correct or not. If they are correct, tick (“) them. If they are wrong, correct them. 


dé ine rn 6 ead 1 Ee : i 


= Would you buy your product? Think about! a time 2 you went shopping for a similar product and ask 
ee: if you'd pay the price you re asking and, if not, why not? 


like. Ask t cent 


= Who already does it? Check websites 4 where companies already sell a similar product. How can you 
be different? cas 


m Does no competitors mean no market? If there i Is no one else 5 already sold your product, does this 
mean there is no market demand? 


= Where is it done best? Visit places 6 that your competitors have had the most success in. 


th Would you be my ‘mystery shopper? Ask friends to pretend to be customers and contact the 
competition. Their feedback, 7 basing on their experience with these companies, will help you to 
make your business different and more successful. 


Does this feel right to me? Be honest with yourself. Have you reached a point 8 you are just trying 
to persuade yourself that this is going to be a success? 


Fe Se oe ee TT eT 


re someone you'd like to work with? Have you ever been in a situation where 
a manager whom you'll never forget? Have you ever refused a job 
you ever interrupted a person giving a presentation? 


es 194 Relative clauses 2 (whom, where, when, -ing, -ed) 


3s - Write for business! Writing ‘about quantity — 


In writing, you can often use whom and which after phrases with of that talk about quantity: two/£50/800 of, (a) few 


of, all of any of, both of, half of, many of, most of much of, neither of, none of, one of, some of, the (vast) majority of. 
I've had two great bosses in my career, both of whom were women. 

Next week I'm going to Russia with two colleagues, one of whom can speak Russian. 

This year we made a profit of £400,000, £30,000 of which we gave to our usual charities. 

In spoken English it is more common to say and all of them, and both of them, etc. 

The committee has six members, and all of them are elected by the staff. (all of whom are elected) 


The CEO of a toy manufacturer is making a presentation about the company. Match the beginnings (1-8) 
with the endings (a—-h) of these sentences. 


1 We have an exceptionally young a_ both of which are selling extremely well. 
management team, oo eee b AOL 


none of whom are over 50. 


if ‘we eee c many of whom return to us year after year. 

3 We havea d_ most of which are manufactured in Africa. 

4 We have 200 arias e neither of which is far from the centre of town. e 

5 We launched Won ea f both of whom approach the job in different . t 

6 We produce very cheap products, ways with different personal styles. 

7 We have an excellent reputation, g 80 of whom are based in our Croydon office. 

8 We have a very large number of h much of which is due to the quality of our 
satisfied customers, products and our after-sales service. 


Look at the results of a recent survey of employees at Global Ltd. Complete the report using the quantity 
expressions in the box. 


54% of hoa a third of whom all of whom few of whom half of whom “most ef whom 7 


120% )) Respondents who had worked for Global Ltd for more than 10 years 


100% 


|_| Respondents who wrote about their early careers 


High-income workers who are satisfied with their careers 


Low-income workers who are satisfied with their careers 


Ea Unhappy workers who said they would leave their jobs immediately if salary cut by 10% 


‘| Happy workers who said they would continue to work hard dif shy a by eh e. : 


their later careers had developed. 


The highest-income workers, 3 .................... were satisfied with their careers, tended to be happier at work. 
than those with lower incomes, 4 ..................... said that they were satisfied with how their careers had 
developed. So, do people in this first group enjoy higher pay because they're heppie? at work, or are erney 
happier because they're better paid? | , 


To find out, we asked employees if they would remain loyal to Global Ltd. Jif their salaries we vere cut br % 
during a difficult economic period, It seems that unhappy workers would NOL Sk Said the t they 
would start looking for new work immediately. In contrast, satisfied workers, 6 eee that ey 
would work as hard as before, would not consider leaving their company! in these circumstances. Bn 


t personal 


Look back at Exercise 6. Write similar sentences that describe your place of work. 


Conjunctions and linking words 1 


Read this market analysis. 
a Which word in italics adds information? 


b Which words in italics show something 
unexpected? 


¢ Which word in italics describes something 
happening at the same time as something else? 


i Contrasting ideas or information 


A1 You can use but and however to say that something 
contrasts with or is different to what was said before. 
However often comes at the beginning of a sentence. 


The product was designed in the UK, but it is made in China. 
Productivity was terrible last year. However, things have 
changed recently. 


A2 You can use although, though and even though to say 
that something is surprising or unexpected compared to 


another thing. You can use them in different positions. 


Although / Though / Even though the location of the office is 
good, it’s too noisy. 
The economy is still strong, although / though / even though 
growth is slowing. 


People often use though at the end of a sentence or 
question to contrast with a previous sentence. 


A: We'll have to postpone the launch for a week. 
B: Won't that be too late, though? / That'll be too late, though. 


oO Though is much more common than although and 
even though in spoken business English. 


Ay Don’t use although at the end of a sentence. 


A3 


You can use despite and in spite of before a noun, or the: 
-ing form of the verb. They have a similar meaning to 
although. 


Despite /In spite of their cost, training courses are well attended. 
Molyco continues to dominate the market, despite /in spite of 
making a loss last quarter. 


A. Don't say despite of. 


Despite climbing 9% in early trading, the shares closed down $2. 


(not Bespite efeimbing) 


Despite is much more common than in spite of in 
business contexts. 


=] Adding ideas or information 


You can add information with also, too and as well. 
Too and as well come at the end of a sentence. 


Market Analysis: Textiles 


Despite supply problems, Europe’s producers have had 
a boom ‘year. However, Margins remain under pressure 
Meanwhile, US exporters report strong demand from Africa. 
The summer has also seen growth in the domestic market. 
In spite of good demand, prices remain stable. _ | 


‘Mastering Presentations’ is now available online. It is also out 
on CD-ROM. 

May sales are better than April and | think they're better than 
last year’s too/as well. 


o 


As well and too are more common in speaking than 
writing. People use also very often in speaking, but 
even more in writing. 


(| Time expressions 


C1 


You can use while before a clause or the -ing form of a 
verb to link actions that happen at the same time. 


| want to talk to you while Jason is out of the room. 
While living in Toulouse, | decided to set up my own business. 


You can use during to say that something happens in or 
through a period of time. 


There are fewer flights to Paris during the winter. (through the 
winter period) 
He left the room twice during the meeting. 


C2 You can use when to say that something happens ata 


particular time. 
Richard was waiting in my office when | arrived. 


C3 You can use in the meantime to say something happens 


before or until something else happens. 


It took me two years to find a new job. In the meantime, | 
retrained as an IT engineer. 
C4 You can use afterwards, then and before/after that to say 
_ that one event follows another and eventually to say 
that something happens after a long period of time. 
Afterwards sometimes follows words like soon, shortly and 
not long, or time words (e.g. days, months, years). 


He became CEO at 64, but then retired shortly afterwards. 
His meeting is at 10.30, but (before/after that) he’s free 
(before/after that). 

The UK factory is very expensive to run. Eventually, all our 
production will be moved abroad to cut costs. 


C5 You can use before + -ing and after + -ing to show the 


order of two actions in time. 


Please clear your desks before going on holiday. 
He worked full-time after leaving college. 


hha 


Practice — 


<A Read this extract from a podcast about working more effectively and underline the correct words in italics. 
Sometimes both answers are possible. 


Improving productivity is a constant battle in business. Working longer hours is a depressing option, 1 though 
/ despite many of us choose it. How can we get the same results quicker: how can we work smarter? 


My advice may not be very original, 2 but /even though it could be useful for business people who have 

no time to think about their lives and working styles. First, multi-tasking. 3 Although / But many people say 
they are good at multi-tasking, trying to do lots of things at once is distracting. Try closing your office door, 
diverting calls to voice mail and doing some real work. 4 Despite / However, making you feel busy, multi- 
tasking often means switching from task to task rather than making real progress. 


Email is a great invention. 5 /n spite of / However, it is also a great distraction. 6 Even though / Although it may 
only take up an hour or two a day, it’s a significant proportion of your working time. If you double the time 
you spend on activities which produce real results and stop doing the others, you will double your output, 
7 despite / but only working for the same length of time. 


Concentrate your time on the customers who really matter. You might think you are treating some of your 
customers badly, 8 but / however, don't forget that 80% of your profits come from 20% of your customers. 


Delegation also improves results. When delegating a task, 9 however, /although it doesn’t mean you can sit 
back and relax; get on with another task. 


Working faster, identifying 80/20 tasks and delegating will all improve your efficiency. They all benefit from 
careful planning, 10 although / though. That's my final tip. 


2) 39.1 Listen and check your answers. 


~<4B Complete this article from a financial website about IT spending using the words in the box. Sometimes 
more than one answer is possible. 


also Although aswell but Despite Eventhough However In spite of 


be over and reports of a possible recession have started to appear in the media. 


pea nouns many companies say that they have not yet had any drop in sales, cuts in spending are likely. Bigger companies in all 
sectors say they are still very confident about the future. 3.........0..0..0..0. this confidence, they are quietly already cutting IT costs. The 
number of small and medium companies with reduced IT budgets is 4................00000 expected to grow. 


lf there is an economic downturn, it is unlikely to be a disaster, 5.0.0.0... there is one factor which could slow any recovery for 
developed economies: India. 6.................0000.. its enormous cost advantage, Indian IT providers do not only compete on price. They match 
Europe and. the US on expertise, 7.........000cc . Many Indian IT firms are leading the way in terms of software development. 


8 it will take them time to enter Western markets, it is clear that India is the place to invest in the IT future. 


<4A,B E® Rewrite these financial reports using the linking words in brackets. Make any other changes necessary. 


1 Inthe US, the Dow Jones index fell. The decline was less sharp than expected. (but) 


6 The dollar remained steady. Some experts have predicted a drop in its value. (although) 


Ce 
POMP wee DEH HME TS ee Ee EH EEE HER Hew eR EE SSE RH HE HEE RETR HEER Hee REET HEHEHE RS SEH HEHE ETS SH HTH E SHEET THESES HERE HHH E THESES EHH E ESET EEE HEE EEE HERES SEE EEE E EEE Eee me EEE EEE DED Eocene Eee ere amesssee 


Cee ee ee eee ee eee ee ee eee ee ee ee ory 


<iCc Read about an executive's career history and future plans. Join these pairs of sentences from a career plan 
; using the linking expressions in brackets. Make any other changes necessary. 


1 | left university. | started working for ASOC ee nial 


Cee i ee ee ee se ee ee ee ie) 
PUPA SAAT TESTS OSHS ASHES EH OHHH ERTS EERE HT TASH SHH HE HET EST HTH TET EEE EH EET ED EH EEE T TESTES ESE HS RHEE HH HEHEHE ESTES EH EES H ERS HTH HEHEHE SESH EEE EERE SORES HEHEHE H ERE RHE REDE EE HET HEED Eee EEE EEE OE 
DOR ee meee eH OTHE HEHE RHEE U TET SHOES EHH TEETH ETOH ESTHET HHT EES SSS ETT HH HT TET EEE STE SHE HH EET HEH TET H EE HHH THESE EHH HEHEHE ETH THEH ESET SESH ET TH SHEE HEE THT HEHE OHNE THERES EE HE EHH E SEER eas EseeD 
eee eee ee ee eee ere er eee ee ee ee 
ett e eee ee eee ee eee ee eee ee ee ee ee eee eee ee eee eee eee ee ere eee eee eee eee eee eee eee ee eee eer eee eee ee eee ee ee 
eee ee eee eee ee ee eee er ee rr errr er eee ere rr ee 
DOO a eH Ses e eee rere ee Eee ewe TE Hee REDE RENE EET EE ESTEE TT TEE HEE THEE ESTHET SEH ETE THEE ETE H EH EE Herr ErEsEHEeerTreUsrereteeeTesEsHeEenraeereEEnsEseeeesEsesessreerasesryEnearaseseresseauaaneee 


Peete te eee eee eee ee eee eee eee ee ee eee eee ee eee ee eee eee eee er ee rere eer eee re eee ee ee ee 


Read this article about the biggest mistake an investment fund manager made and the lessons he 
learned. Find and correct six mistakes with linking words. 


Patrick Everlasts New Horizon Select fund 
: Bi 
Patrick says he learn t lesson more than 30 years ago, ae he still remembers 


it well. He was a ae in thie early 1970s when there was a mining boom. ‘People 

really wanted to buy these shares. You could buy $400 of shares on a Monday, and sell 
them for $1,000 two days before that - a lot of money in those days,’ he adds. Everlast 
too got involved with his own money. Despite the risks, he invested every cent he had. 


Although, people soon discovered that their shares were almost worthless. The mining companies did not have as much gold 
as they had claimed. Everlast lost half his money. Almost 30 years later, eventually Everlast was working as a fund manager, 
ne pened neva. very srroilat is ine mining boom. People were paying crazy prices for shares in technology companies, 


wor ? Write a short summary of what happened. 


i /:— Conjunctions and linking words 1 


/ Write for business: Linking ideas in formal 
reports 


In written business reports people often use formal linking expressions that are rare in spoken business English. 


Informal (spoken) Formal (written) 


also/too/as well — furthermore / moreover /in addition 


as well as in addition to 

but whereas 

but / however nevertheless 

then subsequently 

while meanwhile / while at the same time 


You can add information in formal business reports with furthermore, moreover and in addition. They usually come 
at the beginning of a sentence. You can use in addition to before a noun or -ing. 


Business training materials are getting cheaper. Furthermore / Moreover / In addition, their quality is improving. 


In addition to the basic price, there is a 0.5% tax. (not Furthermore Mereeverthe basic pree) 


You can use whereas to contrast two ideas with opposite meanings. 

Imports grew sharply, whereas exports rose much more slowly. 

You can use nevertheless at the beginning of a sentence to say something is unexpected. 
Our new range of professional laptops is not cheap. Nevertheless, sales have been excellent. 

You can use subsequently to show that something happened after something else. 
Consumer confidence rose in the new year. Subsequently, demand increased. 

You can use meanwhile at the beginning of a sentence. It means while (at the same time). 
European markets remain quiet. Meanwhile, in the US, business is good, 


fi Underline the correct words in italics. 


1 Furthermore/In addition to its Tokyo headquarters, ADAL has offices in Korea and China. 
2 Jon has a strong business background, whereas /moreover the other managers all have technical expertise. 


3 Higher oil prices lead to inflation and rising interest rates and, oe: / subsequently, upwards pressure 
on salaries. 


4 The BN3000 Notebook is designed with the business user in mind. Nevertheless, / Whereas, it has more than 
enough performance and battery life to satisfy mobile gamers too. 


5 Consumer spending rose 6% in the first quarter. Meanwhile, / Subsequently, inflation remained at 2.2% for 
the same period. 


4 Make this report about problems with a supplier more formal by replacing the words in italics with a 
suitable formal expression. Sometimes more than one answer is Ecssibies 


_ Our problems with GT Engineering have been increasing for some time. Prices have risen, 1 bt quality 

| standards have seriously declined. 2 Also, they have been late with 24 deliveries in the past six months 

i. - more than during the whole of the previous year. 3 Also, we have received 17 letters of complaint from 
our own customers complaining about the quality of our products which use GT components. 4 On top 
of these problems, our secretary has found seven errors with invoices so far. 


5 While this continues, our company image is being damaged by the problems described above. We have 
been working with GT fora ‘long time. 6 But, something must be done now. I recommend meeting 
GT's sales manager to discuss the situation. If the situation does not improve after this meeting we will 
review the situation. 7 After that, we may have to look for a new supplier. 


Peewee reese casenaseces 
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’ Conjunctions and linking words 2 


Read this comment from a business traveller. 


a It takes the speaker along time to get to Frankfurt. 
What is the result of this? 


b What is his purpose in staying two nights? 


Al 


A2 


B1 


B2 


_ beginning of the second sentence. Less commonly, they — 


Giving reasons 


You can use because, as and since to explain the reason | 
why things happen(ed). The reason may come first or 
second in the sentence. 


Because/As/Since | didn't know the password, | couldn't log on 
to the server. - j 


They cancelled the flight because/as/since the weather was 
so bad. 


A Don't start a new sentence with because to give a 
reason for something you wrote about in the sentence 
before. | | 


Competition is healthy because it forces firms to improve their 


products. (not Cea cree 
AAprevethenpreducts:) 


If you are guessing or want to find out why something 
happens, use because, not as or since. 


Are you working late because you enjoy it, or because ie 


have to? (not Are-yorHwerking tate a5/SIREC YOU CHIOV TE . . 


In spoken language, because is the most common 
and since is the least common. 


Talking about results 


You can use so to talk about the result of something. The 
result comes second in the sentence. So is often used 
after and. 


Kevin was on holiday, so we couldn't contact him. (not Se-we. 
eke Bree Katt bate) | 
I'm not happy with these costs (and) so | think we should look — 

at them again. 3 


Therefore, as a result, and consequently can link two | 
sentences to show results. They most often come at the | 


can come at the end of the second sentence or between 
the subject and verb. 


The airline has a huge volume of passengers taking out car hire. 


Therefore /As a result / Consequently they get a good deal 
from the car hire firms. 


C1 
to-infinitive. 


C2 


C3 


It takes me half a day to get to Frankfurt, ~“ 
so | need to spend two nights there in 
order to justify the travel time. 


The server crashed and was down for a whole day. We lost a lot 


_ of business as a result. 


The latest web technology will make markets more efficient and 
will therefore boost competition. 


oO All of these are more common in formal business 
contexts. Therefore i is the most common, and 
~ consequently is the least common, in both speaking 
and writing. 


Stating purposes and goals 


You can talk about someone’s purpose or 96a by using a 


We decided to share a taxi to the airport to keep the cost down. 
(not ferkeeping-torkeep) | 
To clear the backlog of orders, we took on a part-time assistant. 


We can also use so that instead of a to-infinitive. We must 
use so that if the subject is different in the two parts of a 
sentence. | 


I'll just copy this list so that you can look at it before the 
meeting. 


oO So that is more common in spoken language than in 
writing. 


You can also use in order to and so as to. These are more 
formal than the to-infinitive. 


The government split up the national rail system in order to / 
so as to create competition. : 


oO In order to is much more common than so as to. 


You can give a negative purpose using in order not to or so 
as not to. 


We should despatch the consignment now in order not to / 
so as not to cause further delays. 


<A 


~<4B 


<4A,C 


Join these pairs of sentences using because, as, or since in the position shown by the box. Sometimes all 


three linking expressions are possible. 


1! worked on my day off. | wanted to finish my report. 


| worked on my day off 


COO RR EO em eet eH ee Oe EHO HEH OH Eee EOE eH HEHEHE Ee ee HEHEHE Le OMPH Ee EEE AMe ere eee e ever ee ee eee ae rH eeeee Dene nneeees Hee ee eres He eH rere ee eeeeereeea nese ame e Nese ecde ne cc errr enter nr ere rererernereree @ 


2 The weather was so bad. | decided to take the train. 


ee SS a a er as e 


3 | decided to invite Galina to lunch. | wanted to find out more about Russia. 


Cee EO OHO er em eee HEM HO OHH REE EHH EHH ESE HH OT ETH HHH EOE EHE OHSS RHEH REE HEE HEHEHE FOOSE EHF HR ERR ERED EERE RE OEE HOHE ERE ROE OEE OEM E EME wee EHH HHS HHH MOH ET EH HEE HEHE HY ° 


4 We changed our insurance. The premiums had become too expensive. 


6 We are expanding so quickly. We need to look again at our distribution network. 


Ce ee ea Po ee ay ° 


7 We decided to meet again the next day. It was getting late. 


Co i ee i ec e 


8 Nobody had an address for him. We couldn't contact him. 


We Couldn't ne ar ee ee ere en ee | 


10 | couldn't access my emails. My computer had crashed. 


a e 


Complete this story using your own ideas. Then compare your ideas with the suggested answers in the key. 


1... There was snow at the airport... As a result, a lot of flights were Cancelled. 2... ...ceccccccesecsssessessssessseessteseeeeee 
Therefore | had to go back to the city and find a hotel for the night. 3 0.0.00. ee zetoae ,sol went 
out and looked for a restaurant. 4 000. Consequently, | had to go back to the hotel 
and try to get room Service. 5 oo... ccc cece cence tec eteeeeteees | had to go to bed hungry as a result. 
Oe: er ee eee , S01 went back to the airport. 7 oo... ccc enscneceneneeee | therefore had 
toring Nikoleta in our Athens affice and cancel my meeting with her, 8.0.0.0... cece , SO 


fortunately, she and | were able to meet after all. 


Eq Find and correct five mistakes with linking expressions in this newspaper article about e-commerce.. 


Webstores do not have some of the 


advantages of traditional retail stores. 


Consequently, they often face financial 
problems. Firstly, any new web-based 


business has to work hard to establish 
brand recognition among so many com- 
petitorg; as a result, new online stores 
need to spend large amounts of money 


for establishing their brand name. Tra- 


ditional retail outlets who want to move 


into internet retail do not have to invest — 


so heavily in promoting their brand. 


Because they already have a recogn- 


ised brand name. Secondly, since sales 


and marketing costs are so high, costs 
per customer for new online stores are 
much higher than for traditional stores; 


it costs the average webstore well over 


€150 to get one customer, Therefore 
a number of webstores have been re- 
thinking their strategy, for reduce costs. 
They have done this as so to avoid 
having to close down. 


i ee a a? 
Ce rs 


ere emer uw seerreersccree 
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Match the sentences andj join them using the linking expressions in the box. Sometimes more than one 
expression is possible. 


Serer enn ere covonceenenoonerce seeeeeaseanocececaceecosegbnconeesorcennisoigcosteendeseessaecanorn:nintnncenscoooectectaeanisanconseoneceancossesascetntontdentogoaescy espreeneeccontescctinscooe 


‘inorder to in ordernotto so as not to “so-asto- so that fo-infinitive | 


Esvncwarwesvntecte nee navannnsnectentchnPeeteeenaens anes 


UNA ORLCECRAMOLCOEL ERMAN ANUDORSRACOOOCEALE ON HSPOEDEDUE OS 


a They want to ensure best value for 
consumers. 


2 The company has chosen a brand which 


suggests quality. b You don't want to duplicate work. 


3 Gas Co. offers a range of different price options. c Then we can refer to it in our documentation. 


4 We always give returning customers good discounts. d They want to appeal to high-income groups. 


e This givestecatmanagersmere freedent 


6 You should liaise with Mona. f We don't want to lose them to the competition. 


5 Could you give us a reference number? 


OD SS eS a ee 
ey 
See Ree Hem Dw eT HE Eee HO HEHEHE EE ETH REO HERE ROE HEREC OEE EE HEH ETHER EER ERE E HEHE EO THERE EER EHEEEEE ERE EE EE HO HESEO HEHEHE STH HRE SESH HEHE EHO EOE HHO REO EEEEHEREHED HEE OHHE HEHE OEE EE EEE OH EHH EEE OE EE ED 
COR eee eee meee oem eee em Ere ema B ERT ESET HOR ERE E ERE REE HHO HEHE EE EHH SH EEO EE HEE ET EE EEE EH OEE EES HEHE EEE SEO HEH EDO HOHE EEE HEHEHE RHEE HEHEHE EE EERE TEKS EME E EO ERE REE ERE SEH EE EEE RHC O eRe eet EE oes 


Cr i ee i i i ee ee a ee 


Se ee ee ee ee 


<A-C 


Put the extracts (a-i) in the text in the correct position (1-9). 
Consequently, the airline can reduce in-flight services to a minimum and save money. 


a 
b so cabin attendants have to clean the aircraft and act as gate agents. 


n 


Since they allow only internet and telephone booking, 
: | Stents tae aid 
And because they only raise fares as the flight fills up, 


a. 


1) 


in order not to have to pay high landing and parking fees. 


As there are no reserved seats and a single class, 


> €& 


so as to keep costs down by having no connecting services. 


They can therefore reduce training and maintenance costs. 


Low-cost Girines: all Wank to approximately thes same business sen 1 - 
e They tend to use smaller airports further away from big city centres, 2. 


ae Tn Se ee re ee rn ree 


e They offer only point-to-point flights 3 ............. 
e They only use one type of aircraft. 4............. 
e Passengers pay extra for meals and other services. 5 


e Staff are made to do extra tasks, 6 ............. 


e 7............ agents’ fees and commissions are kept to a minimum. 
eye AE the airline can offer very attractive, low fares to those who book early. 


e Ore ane passengers board early and quickly. 
These measures have resulted in a very profitable, worldwide industry. 


Make it personal 


Write a few sentences about the business model of your own company. 


SLE) Conjunctions and linking words 2 


consequences 


Here are some more expressions for talking about reasons, results and consequences that are common in spoken 
business language. People often use them to explain OF Justify their position in a discussion. 


e seeing as/that / given that 


You can use seeing as/that or given that when ie reason for something is quite clear to everyone. facta as/that 
are more informal than given that. 


Let’s leave it till next week, seeing that/as we can't find a day to meet this eer” 
Given that we've only got two weeks, wed better order the materials we need today. 
* orelse / otherwise 
You can introduce something bad that may happen if something else ce not ada with or else / otherwise. 
We need to cut our costs or else / otherwise we el have to raise our prices. 
e inthat/which case | : sas : 
You can use in that case / in which case when you accept that something Is true and state the consequences. 
A: March is too late for the final test — were launching in April! ee 
B: In that case /In which case, we should change the test to January. 


A trainer, Clare, is talking to a trainee, John, about organising focus groups for market research. Complete 
their conversation using the expressions in the box. Sometimes more than one answer 15 PR ssINe 


| given that In that case In which case orelse otherwise seaineras seeing that 


JOHN: Focus Gus are not just groups of people who answer prepared questions, then? 


CLARE: No. 1 ....22£49..48.... you want the group just to talk freely about how pers use a a product, it’sa good 
idea to ask them simple, general questions first and just let them talk, 2............ ei, you run the risk of 
he too much on your own ideas. Buti in the second Weick it’s important to test out os own ideas. 


time to fill them in properly. 


JOHN: 6)... cnepencsensete , we always have to have two main goals in planning. a focus ¢ group, is s that what you ‘re 
saying? 

CLARE: Yes. You want to collect both spontaneous comments. and answers to the questions that you’ ‘ve 
prepared in advance, 7 .........0.....-.. you're only doing half the job you set out! to do. That’ S very important. 


{ away. So you could take a 
> _ taxi. Or you could fly. 


Make it personal 


Search online for articles or blogs of interest to you that contain these expressions. For example, search for 
‘webstores’ and ‘seeing that’, Read some of the results to see how they use these expressions. 


Look at these two statements. os 

It's only 20 kilometres, so if | 

\ give you aring at half past three, 
>. we can leave at four. 


What's the difference between them? 


It's only about 20 or so 
kilometres, so if | give you a ring” 
about half past three-ish, we 
can leave around four. 


Jeroen 


Prices and rigs bettGeabrits 


People use these vague expressions to talk about BD od ciate prices or measurements: about, around, quate about, 
(somewhere) in the region of, approximately, roughly, ... Orso, ... OF thereabouts; (just) under / short of (less than), (just) over 
(more than). 


A new laptop will cost just over / under / short of €800. 
You can pay twenty pounds or so / or thereabouts for a new printer cartridge. 
Bedford's about / around / roughly 60 miles from here. 


a Quantities 


People use these vague expressions to talk about approximate quantities. 


Countable nouns (smallest first): a couple of, afew, anumber of, a lot of / lots of, loads of 
Uncountable nouns (smallest first): a little, a bit of, a lot of / lots of, a great deal of, loads of 


We still have a couple of issues to discuss, but there's loads of time. 
People often exaggerate numbers and say hundreds/thousands/millions of. 


There were millions of people at the reception. You couldn't move. 


Vague numbers in formal speaking and writing 


People use these expressions in formal contexts: approximately, i in ther region of, in excess of, t up to, upwards of, over/under; some, 
a great deal of, a (large/small) number of, a considerable number/amount of, (a great) many. 


Our forecast for next year’s spending is. isin the region of £60, 000. There are anumber of reasons for this. 


Descriptions 


People often use these vague expressions to describe things or people: kind of sort of more or less, adjectives + -ish, 
colours +-yor-ish. 


A: What colour's your new car? B:. It’s greenish. It’s sort of greeny brown. 
My report is more or less finished. (nearly) 


A, In very formal speaking or writing avoid using ages, loads of, sort of, -ish. 


Vague language 2 


Practice 


<4 A-C a © SS 10.1 Listen to a manager answering these questions. Complete his answers using vague 


expressions. 

: How long does it take you to get to work in the morning? 
stttakes 1 ....4985.). Well), 2 ese: aan hour. It takes about half an hour. 
: How far is it? 
1 603 ccccrse. ssc: kilometres. Yeah, 60.4 ..0..00000ccccccee =! ee 
: What time do you start work? | 
: It depends, usually 5 00.2000. ‘630.0 Ope eee ite. oe Re P e eee OE... 
: And when do you leave usually? | | 

B: | usually finish at 7.2.0.0... Six. 3 BN eter stn ero a> Seer 
: How much do you think you spend a month on commuting? 


: 45 
e 9... eeh heer eee eer eee oe aN OUR © oo. 0 6 ee eae } & eee Lereaw weer eserves ern eee veo eenrenersenee 


A 

B 

A 

B 

A 

B 

A 

B 

A 

B 

a: How many hours a week do you work, roughly? 
B 

A: How many people work in your company? 
B 

A 

B 

A 

B 

A 

B 


TAL ec ee: BAS cast ae cea AIKAOUP TB sae casseiean..- every day. Asso heroes Ree 


b Write answers that are true for you in the column on the right using vague expressions. 


“<4D Make this report from an online retailer more formal. Replace the informal expressions in italics with two 
more formal expressions in the box. 


CS a oss ene ae eee nchtinetteandrasiviincsneainrcenachetobsixoetbibal eneananeinintnatsiectmeconiccteritesasssetgsatannsaati mena faietensacniayeyszesariiestte sr eiSogce et issonatacl estas ibdacconciensecwp te sieieo¥ 


a great deal of time. A great many _a! xirrate 5 A large purer of | 
in excess ot cin the region of some time- _upwards of 


i 
= 
ke 

‘ : . ‘ 

‘Bonoenoneanscnsrconconsbectionnnnnchodtioonieunndaosssntslsioangsoss asta ee IREDELL COMER ORLA LET LS ILS. 


1 Although the final figure'sn not confirmed, ales for the last month are estimated to be about €500,000. 


3 Loads of customers are now tu rning to the Internet as their primary shopping experience. 
Be occa ue ke ee OT 9 7 | 


4 Ithas taken us ages to achieve a 24-hour turnaround time for 90% of our orders. 


“iE Change each adjective in this description of a laptop to use a vague 
| expression. Sometimes more than one answer is possible. 
newush 

| bought my computer about nine months ago so it’s 1 new - well, it’s 

not that old yet. | like the colour. It’s 2 silver and grey, you know, it’s 

3 silver-grey. The only thing | don’t much like about it is its size, it’s a_ 
4 large bit of kit compared to other laptops on the market. Am | happy 
with it? Well, 5 happy. | suppose it’s nice, well 6 nice. _" 


Test 10: Units 37-40 | 


on Oo UU fb WwW N 


Underline the correct words in italics. In two sentences both are possible. 


1 We manufacture many products which/who are well known for their reliability. 

The people who / who they work in our factories are very well trained. 

Our main product, that/which is sold worldwide, has been in the top five best sellers for over ten years. 
Our customers, —-/who are very loyal, often recommend us to other buyers. 

We sometimes offer discounts which/who encourage even more people to buy our products. 

The suppliers who/— we always use are local. / | 

Our biggest rivals, that/whose turnover is £12 million a year, are based in the South East. 


The factory which/that makes the largest profit for us employs only 100 people. 


Complete this report using the words in the box. You need to use some words more than once. 
‘held livieg showing that where which who whom. whose working | 
Serving the world’s poorest consumers 


There are billions of people 1....4%"9 in relative poverty in the world. The World Resources Institute, 


SO ok a eee ee with the International Finance Corporation, has released a study 3............. pean estimates 
the size of this consumer market, 4............. ae .... includes four billion people with incomes below US$3,000, 
is worth USSS trillion. oe | 

We have now reached the point 5.0.0.0... we should enter this market. 

Following a discussion we 6.......... eo with consultants and manufacturers, we have produced guidelines 
ron ere how companies can develop successful products and services aimed at poorer consumers. | 
For practical examples 8............... -ss... ShOw how companies have developed such products.and services, see 


our website. 


Respond to specific needs 


Firms should try hard to consider local conditions and culture, rather than just repackaging a product or 
Bel VICE Te vies vestivsns snare ... was developed for another market. 


Use a wider range of business partners 


An important role can be played by non-governmental organisations, many Of 10.0.0... know a lot 


about the market 17... ........a product or service is designed for. 


Find the right people to work on projects 


Companies 12..................8. recruit from the best business schools often employ people 13 ................0005 
know very little about the problems 14......... ccsssssuevees. pOOr people have. Companies recruiting new staff 
should hire people from the area or region of the project, 15.0.0... eee knowledge of their local 
communities would be very useful. | 


Think big 


Projects targeting markets like these need to be large in size because, in many cases, the margins on 
individual products are very small. Often, these projects are run in areas iN 16.0.0... a company’s 
supply and distribution networks are already well developed. | | 


3 a Add the words in brackets to these sentences, making any other changes necessary. 


but 
1 Quite a few people go into town for work { there is still quite a large majority that work out of town. (but) 


2 There are many big employers locally and quite a lot of smaller factories. (as well) 
3 Some companies get involved in the area and sponsor or support local charities. (a/so) 
4 Some talented local students find jobs easily. It’s harder for older people to get a job. (however) 


5 They are often not even asked to interview by some companies having more experience. (despite) 


b Use the words in brackets to join the sentences. Make any changes necessary to the punctuation. 


1 {called you last week. You told me my order would be ready last Friday (when) 


PERRO ER OEE Eee EEE EEE Eee EO OS BEE EE EEE EEE EEE EEE EEE EE NESE EERE EEE EEE EE EEE EEE EERE EEE EEE EEE HE MGIE REE E EEE E EEE EHEEEEEHEDMPE MEOH eee eee eee eeu eereeesesereeseseeenes 
Pee eT Rome meee Eee ee Eee H EERE EERE REE RHE ROE SHEE EERE EEE HEHE ERE RHEE EERE EERE RES HEEE EES EEE SER EERE EHH EHO HEHEHE REESE HERE REESE REE EEE EEE EEE ERE EEE HEHEHE HEHEHE TEE REDE R ERE RHEE EEE OER OHHH 
SS rd 
SS a ee 


Ce rr ec ee a er er ay 


4 Tick the correct sentence in each pair. 
1 a Weare moving offices. Because we need larger premises. 
b Weare moving offices because we need larger premises. “ 
a Are you learning English as it is useful for your job or as you want to travel? 
b Are you learning English because it is useful for your job or because you want to travel? 


| am not feeling very well and so | am going home early. 


Csr oo 


lam going home early and so! am not feeling very well. 


Our sales to dealers are up about 11%. As a result we gained one point of market share. 


oe o 


As a result our sales to dealers are up about 11%, we gained one point of market share. 


We are attending the conference to raise our profile. 


ao 9 


We are attending the conference for raise our profile. 


On 
® 


You can improve your financial health by selling assets in order pay off debts. 


om 


You can improve your financial health by selling assets in order to pay off debts. 


207 


Contracted forms are given in the key unless it is a written or 
formal speech context. 


Unit 1 
Introductory exercise 


a Provides and helps give you facts. b Séarch and browse tell 
you to do something. 3 


1 


2 Come to our first Fairtrade market on 16 July at Cutty 

Sark Gardens. 3 Listen to our guest speakers talking about 
Fairtrade and development issues. 4 Learn how you can. 
improve the lives of farmers in developing countries. 

5 Take part in lots of games and fun activities. 6 Win some 
great prizes in our raffle to raise funds for Afghan women. 

7 Buy some wonderful presents for yourself and those you 
love. 8 Make a real difference to many of the world’s poorest 
people. 


2 


-2Have 3 Don't forget 4 Try / Let's try (either option is 


possible here,.as it could be an instruction to someone else — 
Try - or a suggestion - Let's try) 5 Don't call 6 Let’s walk © 

7 Check 8 Don't worry 9 Let's get 10 Let's think 

3 | a | 

2is 3 allows 4Does Skype have 5 don't cost 6 includes 

7 don't have 8 does Skype have 9 writes 10 talk. 

4a | — | 

2 Who do you work for? 3 Is your office near your home? 

4 How many offices does your company have? 5Where 
do you work? 6 Do youtike your job? 7-How often do you 


travel? 8 How many Ove: holiday do yu get? 
5 
2 needs 3 think 4try 5 helps é 6 start. 7 make 8 be 


9 don't like 10 suggest 11 don't forget 12 Don't tell 

6 | | | > 
3comes4V 5v 6V7 7 hast has 8 is (the subject 
Another global leader i is singular) 9/ 10 are not 

11 produce 12 Ry 


Unit 2 


Introductory exercise 


a we are currently looking for denaiiass a temporary activity 
b we are growing describes a changing situation | 


1 


2 's not working fis isn't working 3's aecing cold 
4'mexpecting 5 aren't going; aren't paying; : ‘re having (it 
would be difficult to pronounce Sales’re not ... or Customers're 
not) 6'm sitting; ‘re repairing; ’s leaking | : 


1 Is it going 2 What projects are you working 3 Are-you 
hoping. 4 Are your colleagues learning: 5 Is anyone in your 
department looking 6 How is your company doing 7 Isit 
achieving 8 What is your company investing 9 Is your boss 
making 10.ls he or she running 


(Spoken items (questions 5, 7, 8 and 9) are likely to have 
contractions. Full forms are used for the written text.) 

2 are finding. 3 are going 4are having to 5 ‘scosting 
6 are paying (it would be difficult to pronounce 
supermarkets’re paying) 7 is planning 8's getting 

9's not doing / isn't doing 10 are concentrating 

11 arerunning 12 are opening 


4 


2 When I'm having lunch with a friend, | don't talk about 
work. 31 always switch off. my mobile phone when I'm talking 
to.a client. 4When I'm negotiating a deal, | never make 


_ my best offer right at the beginning. 5 | don't chat to my 


colleagues when I'm writing.a: report or something like that. 


6 When my team is working: onan.important project, we 


often come into the office at‘the weekend. (When my team are 
working is also possible) 


(The form that the original speaker or writer used is given first.) 


‘a 2are not doing 3 is/are investing (you can use either a 


singular.or plural verb after a fraction) 4 are not helping 
5 are/'re being | 

b 1 ‘re still working 2 are/‘re making 3 are/‘re putting 
— Aisn't/is not going 5 are/‘re looking 6 are/‘re doing 


c Tare introducing 2 are demanding 3 are finding 4 is/'s 


_taking | 


6a 
2're always looking for 3 ‘re always complaining 4’m always 
reading 5 're always sending. 6 are always changing 7 are 


always breaking down 8 ’malways thinking about 9's always 
saying 10 is always borrowing 


— Unit3 
Introductory exercise 
a imagine = imperative (<i see Unit 1); rages exists, is = 


present simple; is growing = present continuous 

b The verbs in the present simple give general factual 
information. The verbs.in the present continuous describe 
change. 


1 


2 Do you hold* 3 ‘re looking for (we usually use the continuous 
with currently) 4talks* 5 doesn't make* 6's trying (we usually 
use the continuous with at the moment) 7's Mark doing 8 isn’t 
taking 9’schanging 10 Does he always come® (*these are all 
routines/habits, so are in the present simple) 


2 


2 is expanding (a trend/change) 3 rely 4lets 5 are growing 
(a trend/change) 6 makes 7 produce 


3 


2 manage 3 does that mean (state verb) 4try 5 ‘re 

holding 6're displaying 7 are you working on 8 need (state 
verb) 9 fit (state verb) 10 do you enjoy 11 don't like (state 
verb) 12 look forward to (habit) 


4 


3 Are you enjoying 4I|go 5V (seem isa state verb) 67 
7 do you think 81 have (have here means possess so is in the 
present simple) 9¥ 10 the waiter is coming 


5 


2is expecting 3islosing 4sells 5has 6is 7 are giving 
8 is falling 9 falls 10 is benefiting 


6 


2 They say (that) the expansion project isn’t going well. 

3 | believe (that) you're having difficulties with the prototype 
of your new fuel pump. 4 Revenue is down so | guess (that) 
the advertising campaign needs a rethink. 51 see (that) 
you're replacing the CEO. Are you thinking of an internal or 
external candidate? 


7 


2seems 3's not/isn't selling 4 reckons/thinks/says 
5 're losing 6need 7 arecomplaining 8 says 9's visiting 
10 comes 11 are thinking 12 guess 


Unit 4 


Introductory exercise 


a They describe the past. 
b present perfect simple = has/have + past participle; present 
perfect continuous = has/have been + -ing 


1 

2 've never managed 3’verun 4has your company ever 
sent 5've been 6's asked 7 'vesaid 8 haven't planned 
9 Have you ever done 10 has never asked 

2 ; 

2 just 3just 4for 5yet 6first 7 since 8 still 

3 


2 haven't been charging; since 3's been visiting; for 

4 Have you been working; for 5’s been giving; for 6 hasn’t 
been sleeping; for 7 ’s been contacting; since 8 ‘ve been 
discussing; since 


4 


2 a (/ose is a short, single action and also a past action with a 
present result) 3 a (crash is a short, recent past action) 
4a (we are interested in the result — doubled sales) 


5 b (talking is a long activity) 6 a (arrive is a short single action 


and here, it is also recent past) 7 b (waiting is a long action) 
8 a (understand is a state verb) 


5 


(This is a formal spoken presentation so both the contracted 
and the full forms are possible.) 

2 ‘ve/have just completed 3’s/has been supplying / ‘s/has 
supplied 4 have been working / have worked 5 've/have 
already exchanged 6 have looked / have been looking 

7 has ever taken (have is also possible, although none of is 
usually used with a singular verb in formal English) 

8 has now moved 9 hasn't /has not been 10’'s/has been 

11 has had 12 ’ve/have learned 


6 


2 has (have) announced 3 has (have) bought 4 have fallen 

5 has (have) launched 6 has (have) cut (it is possible to use a 
singular or a plural verb with companies, or words which refer 
to groups of people e.g. government, team, but the singular 
verb is more common) 


7 


Suggested answers: 

2 There has been a fall in the price of Microtel shares. / The 
price of Microtel shares has fallen. 3 Sales of DVDs have 
reached a new high. / The number of DVDs sold has reached 
a new high. 4The US and China have met to discuss a new 
trade agreement. 5 The cost of insurance has risen following 
the recent bad weather. / Insurance premiums have gone up 
following the recent bad weather. 


Speaking strategies 1 

Introductory exercise 

Ana says Absolutely!.to show she agrees. 

Tina says though and actually to show she disagrees. 
la 


2 personally 3To be honest 4 Basically / Really 5 1n fact / As 
a matter of fact, 6 to be honest 7 Fortunately 8 Obviously 
9To be honest 10 clearly; unfortunately; of course / obviously 


3) 


2 in my opinion 31 would say 4in my opinion 5 as far as I’m 
concerned 61 would have thought that 7 As a matter of fact 
/\In fact 8! feel 9 as far as I'm concerned 10I'd say 


c 


You can use any of the expressions in sections B and C. 

Suggested answers: 

2 That's true. / On the other hand, some people find them 
useful. 


_3 Definitely. / | take your point, but everyone knows that. 
. 4 l agree. / That's a valid point, but you need time between 


reviews, too. 

5 Absolutely. / | think most managers do that already, actually. 

6 Exactly. / That’s very time consuming, though. 

7 That's true, they do. / On the other hand, you can give 
feedback in other ways too. 

8 Definitely. | agree with that. / Yes, but it doesn’t need to be 
in a formal interview. 

9 | agree with you. / | take your point, but | think it’s the 
manager's job to make the staff feel relaxed. 


10 That's right. / That's a fair point. 


209° 


2a 

Suggested answers (use one of the expressions in brackets): 

2 (On the other hand,) face to face contact is more personal 
(though). Do you know what | mean? 

3 (However,) it helps to understand the culture (, though. / 
if you know what | mean?) 

4 That's true. That's a (very) good/fair/valid point. 

5 That’s partly true but (actually) you can work on planes 
(though). | : 

6 Well, it’s (actually) hard work. (only say / don’t agree if you 
are sure the other person won't be offended) 


Test 1 


1 


2 look after 3 are 4are 5 Keep 6Don't write 7 don't tell 
8 Make 9is 10 doesn't allow 11 contact 12 call 


2 


2 Is your manager watching (happening at the time of 
speaking) 3 Do you always work (habit + a/ways) 

4 Are you studying (happening around the present time) 

5 Do you understand (state verb) 6 does your manager talk 
(habit/routine) 7 ls your company making (change/trend) 
8 Does your salary go up (fact) 9 aren’t speaking; do you 
doodle (aren't speaking is a longer action after when) 

10 Do you listen 


3 


2 have 3‘m sharing (temporary situation) 4’re redecorating 
(longer action with while) 5 Do you like (state verb) 6 hate 
(state verb) 7 are always talking (annoying habit with always) 
8 smells (state verb) 9’s always eating 10doesheeat _ 

11 cycles (habit) 12 doesn’t have 13 gets 14 don’t want 


4 


3 istiking likes 4hasis having 5/: 6 ‘Aragree agree 7/7 
8 think are thinking 9 isn‘tseeming doesn't seem 10 are 
appearing appear 

5 


2 We haven't had a training manager for a long time. 3 We've 
been asking our line managers to get someone to do this 

for over a year. 4 She’s made a lot of changes already. 5 For 
example, she’s introduced regular training sessions already. 

6 I've been to three sessions this month. 7 I’ve just come from 
a session about Excel spreadsheets. 8 I’ve never understood 
how to use them before. 9 I've learnt/learned a lot since the 
sessions started. 10 She hasn't given us a session on team 
building yet. 11 She’s been promising to do that since she 
arrived. 12 Have you ever been to any of her sessions? 


Unit 5 


Introductory exercise 


a Enron was a US corporation that went bankrupt in 2001. 
b Yes, the concerns started before they reported the earnings 
in July. 


1 


2 didn't want; stayed 3 planned; introduced; grew 4 could; 
had to Sdidn'tfind 6 replied; was: 7 Did you buy; began 


2 


2 weren't you answering 3 was having 4 was driving 

5 was answering (nobody takes a positive verb) 6 was looking 
7 were preparing 8 were using 9 were practising 10 wasn't 
feeling | . 


3 


2 The auditors arrived when he was having his lunch. 

3 Share prices were increasing daily until the market 

crashed. 4 My taxi arrived as | was leaving the office. 

5 | told her about her new role while we were travelling to the 
conference. 6 The Board announced the name of the new 
CEO while the staff were celebrating the opening of the new 
office. 7 He was thinking of retiring when they offered him 
promotion. (thinking = considering, not a state verb) 


4 


2 did you ever think 3 was enjoying / enjoyed 4 were you 
doing Sapplied 6 worked 7 wanted 8 left 9 wasn't 

10 learnt / learned 11 were working (worked is also possible) 
12 negotiated 


5 
Suggested answers: 


2 When | was a child, | wanted to be an actress. 31 started my 
first job in 1991.1! really enjoyed it. 4 After school, | lived in my 
parents’ house / university accommodation / Paris. 5 While | was 
studying, | met the man who later gave me my first job. 

6 Yesterday, | wrote 20 emails before lunch. 7 When | was trying 
to decide where to work, my friends helped me a lot / didn’t 
help me much. 8 When | was a teenager, | decided to study 
economics at university / decided that | wanted to be a lawyer. 


& 
Suggested answers: 


2 | was wondering if you could tell me about places to stay in 
Kiev. 3 | was hoping (that) you would/could finish the report 
by lunchtime. 41 wanted to talk to you about the standard of 
your work in your first three months. 51 was thinking maybe 
you could / | thought you could talk me through the figures in 
the report. 


7 


2 were hoping 3 were wondering 4 could 5 did you want 
6 were thinking 7 might 8 wanted 9 did you want 
10 was wondering 11 could 12 were 


Unit 6 


introductory exercise 


~ aproduced b have been spending; have made c has decided 


1 


2 haven't heard 3 exploded 4've been negotiating 5 ‘ve 
been going 6’sit been going 7 made 8've reached 9 only 
got back 10 Didn't you go 11 opened 12 was 


2 
3a 4b 5b 6a 7a 8b 9b 10a 


3 


2 last 3for 4earlier 5ago;at 6since 7in;never 8 ever 


4 


2 What subject did you study at university or college? 
(if you are still a student or have just finished your studies, 
What subject were you studying? or What subject have you 
been studying? are also possible) 
3 How many jobs did you apply for when you left university 
or college? 
4 When did you start working for this company? 
5 Has your company expanded / been expanding since 
you joined them? (expanded focuses on the result; been 
expanding focuses on the process) 
6 Have you worked / been working on any interesting 
- projects this year? 
7 Have you ever spoken at a conference? If so, what did you 
talk about? (What were you talking about? is also possible) 
8 Have you had a pay rise this year? If so, how much did 
you get? 
9 How much time have you spent abroad in your working life 
So far? 
10 Is this the first time you've studied another language? 


5 


2 owned / has owned (use the present perfect if you think 
the situation is still unfinished) 3 have now reached 4 has 
acquired (the text uses singular verbs with company names 
so have acquired is unlikely) 5 signed 6 booked / have 
booked 7 flew 8 have used / have been using (use the 
continuous form if you think the action is the most important 
thing) 9 recently introduced / have recently introduced | 


6 


2 were considering; thought; didn’t believe 3 have you 
decided / did you decide; ‘ve been spending / were spending 
4 've been working; didn’t get 5 was having; told 6 was 

she complaining / has she been complaining (if you use 

the present perfect continuous, it sounds like she is still 
complaining now); didn’t get 


7 
2 We-echeeked We were checking 3 Had I’ve been having 


4 tteld | was telling 5 tvetried I’ve been trying 6 yeuchaired 


you were chairing 


Unit 7 
introductory exercise 


Sentence b makes it clear that Zetac accepted an offer from 
Kronos before E-Linx made their offer, 


1 


2 ‘d expected/predicted 3 hadn't received 4 had decided 
5 ‘d already spoken 6‘d suffered 7 Had you predicted/ 
expected 8 hadn't sold 9’d only asked 10 had fallen 


2 


2 had already made; made 3 closed; ‘d heard (wed heard isa 
reason or explanation) 4‘d already discussed; didn’t want 

5 had only started; arrived 6 was; ’d phoned 7 did you know; 
Had you spoken 8 had risen (a reason or explanation); had to 
(had cannot be abbreviated here) 9 hadn't left; was 10 said; 
‘d ever given 


3 


2 the banks’ shares had been falling before the 
announcement. 3 the directors had been negotiating the 
terms of the agreement. 4 some people had said it would 
create one of the biggest financial groups in Europe. 

5 the financial sector had been unstable in recent weeks. 
6 it had been predicted in a popular financial blog. 


4 


2 had you been working 3 ‘d been thinking 4 hadn't seen 

5 ‘d been working /‘d worked 6 had been living 7 ‘d been 
studying /‘d studied 8 hadn't found 9 ‘d been considering /‘d 
considered 10 ‘d been doing 11‘d begun 12 had just started 
13 ‘d already realised 14 had missed / had been missing 


5 


1 had been rising; had been falling (had fallen); had already 
dropped; introduced; expected; reported 

2 grew; took; had started; became; had become; had left / left 

3 looked; had; had improved; had cut; had gone; was 


6 


2 If only they'd booked their flights earlier; they would have 
got a better deal. 

3 Julio wishes he’d taken the job in Bucharest. 

4 | had intended / had been intending to meet each new 
member of staff individually, but there wasn't time. 

5 | wish I'd realised the figures were wrong. | could have 
corrected them sooner. 

6 We had been planning / had planned to meet up at six 
o'clock, but the traffic was very bad and Henry didn’t arrive 
till 7:30. 

7 If only Rosa had been here when Vladimir arrived; she 
speaks Russian. 

8 They had been hoping / had hoped that property prices 
would drop so that they could carry out their expansion 
plans. 


7 
1 HentyyetHtet If only you'd let; Hataaned | had planned / had 


been planning (had is not abbreviated here as it is stressed); 


Hpeught I'd bought 2 texpeeted | had expected / had been 
expecting (had is not abbreviated here as it is stressed); yeu 


were you'd been 


Unit 8 
introductory exercise 


a State: | was in the music business 
b Habits: | used to go to America regularly; | would always 
come back with lots of ideas 


Key 


1 


1 What things did you use to do in your first job? 2 Did you 
use to have a weekend job when you were younger? 3 Which 
companies did you use to want to work for? 4 How did you 
use to keep in touch before you had a mobile phone? 5 Did 
you use to work in London? 


2 


2 used to need 3 took over, got; was (these verbs refer to 
specific events, not habits) 4 didn’t use to enjoy; decided; got 
(decided and got both refer to single events) 5 used to be 

6 did you use to keep; used to make 7 used to 8 was (this 
refers to how long he was at the eonibany. nota SEDI left (a 
single event) 


3 


2 Didn't they use to work 3 didn't use to do / wouldn't do 
4 used to go/ would go 5 never used to get / would never 
get 6 always used to work / would always work -7 didn’t use 


‘to have 8 used to have to / would have to 9 used to be 


10 used to make 11 used to work 12 always used to make / 
would always make 

4a | 

2 used to / would earn; £14,000 3 used to be; fewer 4 used to 
/ would stay; longer 5 majority; didn’t use to have 

: | 

2 backed up / used to back up / would back up 3 didn’t 

back up / didn’t use to back up / wouldn't back up 4 didn't 


know / didn't use to know (not would because it describes 
a past state) 5 wasn't / didn’t use to be 6 was/ used to” 


be 7 occasionally saved / occasionally used to save / would =~ 


occasionally save 8 used to work (not wetld-werk because 
there is no clear time reference or context) 9 were / used to ~ 
be 10 stored / used to store / would store 11 never did / 
never used to do / would never do 12 always wrote ef always 
used to write / would always write 


6 

2 is used to (80 years sounds too long to. be in the process of 
getting used to something.) 3'm slowly getting used to (the 
process is not yet complete) 4 wasn’t used to. 5 weren't used 
to 6 never got used to 


7 


2 a ‘mused to writing; ‘m getting used to speaking 3 dget used — 


to; used to put 4 e wasn't used to getting up / didn't use to get 
up; used to get 5 b ‘ve got used to; ‘Il get used to seeing 


Speaking strategies 2 
Introductory exercise | 
OK. Right. So. 


1 


2 Can | ask you something? 3 Busy day? / Are you busy at the 
moment? 4 Could | talk to you for a minute? / Have you got.a 


minute/moment? / Do you have a minute/moment? 5|was 


wondering 6 How are things? / How’s it going? / How are 
you? 7 Could | have a word with you? 


3 


2 


2 Can you all hear me? / Can everyone hear me? 3 stay on the 
line / hold the line 4 Are you there 5 OK. So. Right. / OK. Let’s 


_ make a start. / Let’s get started. 6 Could you speak up a little 


7 Anyway, getting back to my trip / as | was saying 


8 Sorry, can| just 9 OK. So / Right. Well. Anyway. Now (or 


various combinations of these words) 10) want to bring in 
3a 

2 Speaker 6 3 Speaker 4 4Speaker 1 5 Speaker 26 Speaker 5 
b 


Spea ker 2 What about you?What do you think? 


Spea ker 3 Getting back to 

Speaker 4 Right then. So. Let’s get started 

Speaker 5 Well, thanks for your time, all of you. 

Speaker 6 How’s it going? Horrible weather, isn’t it? Busy day? 


Test 2 


1 


2 started 3 ‘ve been doing 4 missed; wasn't working; rang 

5 Have you finished; ‘ve been 6 were you going; seemed 

7 were planning; decided 8 appointed 9 wanted; was 
wondering 10 was leaving; called 11 was sitting 12 Did you 
have; Have they signed 7 


2 


2 made 3 were having 4 were looking for 5 weren't having 


6 decided 7 interviewed 8 promoted 9 were looking for 
10taught 11 needed 12 has. generated 13 's been 
14's attracted i S been euracting, 


2 went 3 included /had included 4needed 5 ‘d been 
overspending / ‘d overspent 6 didn’t use 7 decided 

8 ‘d been offering / ‘d offered 9 realised 10 ‘d made | 
11 received 12 didn’t: help 13. arrived 14 did | learn 15 Saw > 


16 ‘dlost 17 wasn 't/ hadn’ t been 18d saved 


4 


2 used to need / needed 3 used to take 4 arr involve / 


used to involve / involved 5 used to have / had 6 never used ; 


to need / never needed 7 are getting used to being Sknew/ — 


used to know 9is eae to working 10 are used to using 
2 Yast 3 ago 4 When 5for 6In 7 earlier 8 before 9 baler ) 
10 since 


_Unit9 


Introductory exercise 
Are you going to be; I'm not leaving 


1 


_ 2 Are you going to need to borrow money? 3 How much 
money are you going to need? 4Who is going to buy your 


product or service? 5 How well is it going to sell? 
6 Where are you going to sell it? 7 How much are you going | 
to charge for it? 8 Why are customers going to buy your 


product and not a competitor’s? 9 How are your competitors 
going to react? 10 Are they going to be able to copy your 
product easily? 


2 


2's not/ isn't going to be 3 ‘re not / aren't going to be able 
to 4're going to have to 5's not/ isn't going to like 6 are 
going to explain 7 '’m not going to lie 8’m going to say 

3 

2'mgoing 3‘mgiving 4are you doing 5 Are you coming 
6 are you doing 7'sshowing 8arecoming 9's taking 

10 are you starting 


4 


2's not / isn’t going to rain (a prediction) 3’re going to leave 
/'re leaving (both forms are possible here as this is a plan and 
an arrangement) 4 are they coming back / are they going to 
come back (a plan and an arrangement) 5’s moving / going 
to move (a plan and an arrangement) 6’m going to research 
(a plan or intention) 7 'm going to find out (a prediction) 

8 'm going to have to (state verb) 9 ‘re not going to be able to 
(a prediction) 10 are you going to give (an intention, not an 
arrangement) 11 ’s not / isn't going to be (a prediction) 12 ‘re 
going to travel / ‘re travelling (a plan and an arrangement) 


5a 
(These are predictions, so use be going to here.) 


3 geing-te-mighthappen going to happen / might happen 
4 isunempleymenttsing Is unemployment going to rise 
5 syeurcompanyhaving Is your company going to have 
6/7 7 yeu're-geingte-can-change you're going to change / 


you can (will be able to) change 8Y 


b 


Suggested answers: 

1 No, | think inflation is going to fall next year. 2 Yes, | think 
house prices are going to go down. 31 think interest rates 
are going to rise a little. They're not going to go down in the 
near future. 41 think unemployment is going to go down. 

5 | think we're going to have a good year. 6 They're going to 
invest in new communications technology. 7 I'm definitely 
not going to change jobs next year. 8 | hope I’m going to get 
a pay rise. I'm not going to be promoted because | was just 
promoted last month. 


6 


It's important to vary the phrases that you use, and not to use 
too many what-clauses as these should only introduce key 
points. 

Suggested answers: 

2 I'm/we're going to focus on / what I'm/we're going to focus 
onis 3 I'm/We're going to look at / talk about 4 I'm going to__ 
talk about / we're going to look at 5 |'m/we're going to look 
at / talk about 6 what I’m going to do 7 I'm going to ask 

8 I'm going to ask 


Unit 10 


introductory exercise 


The present simple (/aunches), the present continuous 
(is providing) and will (will talk) are all used to talk about the 
future. 


1 


2 Shall (suggestion) 3’‘Il 4won't 5‘ll 6‘Il 7 shall 8 won't 
9 Shall 10 shall 11 ‘Il 12 Il 


2 


2 arrives / will arrive 3 will meet (this is a future fact, not a 
timetabled event) 4 begins / will begin 5 ends/end (you 
don't have to repeat will) 6 arrives (use present simple with 
before) 7 willtake 8 will not eat (written context) 9 will 

eat 10 lasts / willlast 11 willbe/is 12 departs / will depart 


3 


2 will rise (the speaker thinks it is a fact; going to rise is also 
possible, as it could be a prediction based on evidence) 

3 ‘re going to find /'Il find 4 will small businesses be able 

to 5 ‘Il be ('s going to be is also possible, but this is personal 
opinion so will is more natural) 6 probably won't / probably 
aren't going to put up 7 ‘m seeing /'m going to see (a future 
arrangement) 8 'll let 9 is probably putting up / is probably 
going to put up / will probably put up (a future plan ora 
prediction) 10 ‘ll have (a personal opinion) 11s going to 
grow 12 Will you survive (a personal opinion) 


4 


2 will sit / are going to sit 3 are rewiring (a scheduled 
arrangement) 4 ‘li take (use wil/ with think) 

5 ‘ll need (state verb) 6 ‘Il have to (state verb) 

7 'm meeting (a scheduled arrangement) 8 will ask 
(prediction) 9 meet (use present simple with when to refer 
to the future) 10 won't forget (the speaker believes that this 
promise is a future fact) 11 leaves (schedule) 

12 ‘Il miss (use will with expect) 


5 


2 What will you do first when you arrive at work tomorrow? 

h I'll check my emails. 3 How old will your company be this 
year? e It'll be 42 years old. 4 What do you expect will happen 
to your salary next year? g | don’t expect I'll get a pay rise, 
unfortunately. 5 Are you chairing any meetings this week? 

b No, but I’m making a presentation to the Board on Tuesday. 
(don't use will to talk about an existing plan) 6 Do you think it'll 
be a good year for your business? a No, our sales so far are poor 
so we probably won't hit our targets. 7 What do you think will 
happen to unemployment in your country this year? f | think 


_ it'll continue to rise. 8 Will you have more free time next year? 


d No, | expect I'll spend more time at work than last year. 


6 


2 will cover / will deal with / will look at 3 ‘Iltake 4 Il cover / 
‘Il deal with / ‘Il look at 5 ‘Il show 6 'Il look at / outline 

7 ‘il cover / ‘Il deal with / ‘Il look at 8 ‘Ilsum up 9’ll make 

10 ‘Il answer 

You could also use going to in answers 1-9. Use will for 10 
because it means ‘I'll be happy to answer any questions if 


there are any’. 713 


7 


2 I'll come on to that point later / in the next section /ina 
second. Is that all right? — 

3 I'll go back to that point at the end. Is that OK? 

4 I'll be pleased to answer your questions now. 


Unit 11 


Introductory exercise 

a will be looking; will be asking 

b will have found 

1 

2 will you be staying 3 ‘llbe staying 4‘Ilbe doing 5 will be 
taking 6 ‘Il betrying 7 won't be joining 8 ‘Il be thinking 

2 


2 won't have made 3 ‘Il have chosen 4 ‘Il have had 5 ‘ll have 
announced 6'Il have started 7 ‘Il have joined 8 will we have 
achieved 


3 


3¥ 4V 5'llalso be taking on (during the next four months) 
6 ‘Il be publishing (future plan) 7/W 8V 


4 


2 by then 3 tomorrow 4all night 5in afew minutes 6 by 
the end of the month 7 by lunchtime 8 for the whole week 


5 


Suggested answers , 
2 By 30 January, I'll have set up a team of employees to lead 
our green programme. 3 From January to March, they'll be 
investigating sourcing raw materials more locally. 4 Between 
February and June, they'll be looking for greener suppliers 
who provide sustainable products. 5 From now on, I/I'll be 


encouraging people to print less. 6 By April, we'll have created - 


20 reserved parking places for car poolers. 7 By this time next 
year, we'll have reduced business travel by 40-50%. 8 By 2016, 
we'll have transferred 30% of our energy to wind power. 


6 


_ 2b How will you be paying? 3 i How long will you be staying? 


Key 


4c Will you be needing anything for your presentation? 

5 g Will you be needing a wake-up call? 6a Will you be 
wanting to use the sports facilities? 7 e When will you be 
arriving? 8d Will you be wanting room service? 9 f How will 
you be travelling? 10 h What will you be doing while you are 


in London? 


Unit 12 
introductory exercise 
is expected to; is set to; is likely to 


1 


2 is likely to begin 3 Is next week likely to be 4’m unlikely / 
not likely to be 5 ‘re likely to make 6 Is anyone likely to need 
7 'm unlikely / not likely to finish 8 are likely to enter 9 are 
unlikely / are not likely / aren't likely to change 10 are likely to 
become 


2 


2 It is/seems unlikely that digital camera sales will decline 
before 2020. 3 It is/seems likely that China will be the world’s 
biggest Internet user in 2015. 4 It is/seems unlikely that the 
USA will be the world’s biggest Internet user in 2015. 5 It is/ 
seems likely that the population of the EU will rise to 470m in/ 
by 2025. 6 It is/seems unlikely that the population of the EU 
will continue to rise after 2025. 7 It is/seems likely that more 
than 25% of households will own two cars in 2020. 8 It is/ 
seems unlikely that car ownership will decline sharply over 
the next 20 years. 

Other possible sentences: 

It is/seems likely that sales of digital cameras will slow down a 
little after 2015. 

It is/seems likely that Internet use in Japan will continue to 
grow/increase. 

It is/seems likely that the population of the EU will be more 
than 465 million in 2015. 

It is/seems likely that ownership of two cars in the UK will 
increase by around 2% between 2010 and 2025. 


3 


Suggested answers: 

2 In the future, people are quite likely to have to work till 
they are 70 or 75. 3 It seems very/ likely that organic food 
production will increase worldwide. 4 It’s most likely that 

it will rain in London in the next five days. 5 The English 
language seems extremely unlikely to die out in the next 20 
years. 6 It’s very likely that internet shopping will continue to 
expand rapidly. 


4 


2 is expected to (there is no reason to think it will not 
continue) 3 is about to (it is going to happen very soon - 
this Friday) 4 is to (this is often used for announcements 
about official decisions) 5 is set to (it is already planned and 
decided) 6 is expected to (this is what the analyst thinks; it is 
not 100% certain) 


5 


1 abeutsending about to send; tgeingte-ask | was going 
to ask 2 is-duearriving is due to arrive; we-were-suppesing- 


te-meet we were supposed to meet; is-expectte-fnish is 
expected to finish 


6 


2 in the short term 3 in the immediate future 4 in the 
foreseeable future 5 going forward 6 looking ahead 7 In the 
long/longer term : 


Speaking strategies 3 
Introductory exercise 

a really, do 

b sort of, a bit 

1 


2 It's completely different from what | expected. 31 do like 
italot. 4 It'll make such a difference, going into work. 

5 It’s absolutely wonderful. It’s just fabulous. 61 won't 
miss the old offices at all. 7 The furniture looks extremely 


expensive. 8 I'm really looking forward to working here. 

9 They've planned the space really well. / They've really 
planned... 101 must say thank you very much to the design 
team. 


2 


2 don't really 3 Not really. 4 just 5 not really 61 think 
7 abit 8sortof 9kind of 10 Perhaps that’s 11 probably 
12 very clear 13 slightly 14 alittle bit 15 maybe 


3 


2 Maybe/Perhaps/Probably 3 just so / so / very / really / 
extremely 4 totally/completely/absolutely/really 5 sort of / 
kind of / a little bit / slightly 6 just so / very / really / extremely 
7 at all / very much 8 such 9 really/just 10 really 


Test 3 

1 

2 will 3 won't 4will 5 will 6 will 7 will 8 won't 
2 


2 is going to rise (prediction based on evidence) 3 'Il help 
(decision at time of speaking) 4‘m meeting (arrangement) 
5 arrives (with as soonas) 61 don't think the meeting will 
finish 71 don’t expect the CEO will freeze 8 Shall we start 
(suggestion) 9 Is the company going to make 10 will be 
(with state verb) 


3 


2‘I| have'given 3 won't be working 4'll be advertising 
5 won't have sent 6 Will you have finished 7 Will you be 
Staying 8'll have delivered 


4 


2 are expected to 3 is set to 4 were supposed to 5 are due 
to 6 Looking ahead (notice that this phrase usually comes at 
the start of asentence) 7 is likely that 8 is extremely unlikely 
that 9 in the foreseeable future (notice that this phrase 
usually comes at the end of a sentence) 


5 


2 was supposed to start 3 starts 4 are marking 5 Looking 
ahead 6 is not due to finish 7 happens 8 will be organising 
9 seems likely that 10 won't be 11 will be 12 will have 
recruited and trained 13 is 14 are going to invite 15 is 
expected to host 16 will be 


6 


2 How many people do you think will attend (use will after 
think) 3 what time does the conference start (timetabled 


future) 4 Shall! come along (an offer or suggestion) 5 What . 


time are we supposed to leave 6 Will the presentations have 
finished (future perfect with by) 7 Will they be signing (an 
action in progress at a specific time in the future — during the 
breaks) 8 Are you likely to need 


Unit 13 
introductory exercise 
b something is possible and it does actually happen 


1 


2 can create (creates is also possible) 3is 4are/can be 

5 like 6 canlead 7 can have (has is also possible) 8 have 

9 can result (results is also possible) 10 is (this always happens 
so can is not possible) 


2 


2 Can you add dates to cells in a spreadsheet? Because | 
certainly can't (do it)! 3 Iris was able to persuade Philip to 
speak at the sales conference. (not cot#d as it is a specific 
occasion) 41 couldn't / wasn't able to get hold of Flavio 
yesterday; it was a public holiday in Brazil. 5 Could they / 
Were they able to hear what we were saying? It was a terrible 
line! 6 Small, local stores were unable to / could not compete 
with the new superstore and were forced to close. (the 
situation seems more formal, so be unable or could not are 
more suitable than couldn't) 7 The weather can be very hot 
and humid in New York in August. 8 The assistant | had at 
Mantech could speak four languages. 


3 
2e 3g 4h 5d 6i 7c 8b Ya 


4 


2 Will you be able to speak at the sales conference? (Could 
you /Can you are also possible, but they are more likely to be 
heard as a request rather than a question about whether it 

is possible) 3 Could you give me a price for a business-class 
flight to Bangkok (please)? (Can is also possible) 4 May | 
have a room with a sea view (please)? (Can and Could are also 
possible) 5 Yes, of course (you can). (not ¥es-yeu-could) 

6 Are you able / Would you be able to attend our group 
meeting today? 7 Can you come to our showroom 
personally? (Are you able to and Could you are also possible) 
8 I'm sorry, (but) !’m / we're / the company is not able to offer 
credit. (you can also say unable to) 


5 


2 Mr Rundaf is a very busy person but | am delighted to say 
that we were able to find an evening when he was free. 

3 We will be able to spend two hours with him to discuss 
international business trends. 4 We have been able to book 
the Chesham Room, which is a wonderful venue for such an 
important meeting. 5 We hope to start at 7:30, so could you 
all make / could | ask you all to make a special effort to be 
punctual? 61 cannot say at the moment how many questions 
Mr Rundaf will take, but do prepare any questions you would 
like answers to. 


6 
2 allow you to design 3 is known to increase 4 lets you 


~upload 5 permits you to complete 6 makes it possible (for 


you) to find 


7 


2 enables us to access 3 kRews-+te is known to 4 makes it 
possible to 5 allows us tracking to track 6 permission permit 


key 


Unit 14 


Introductory exercise 


a There are three suggestions or pieces of advice: You should 
talk to our trained advisors; You might want to drop in for a 
chat; You could give us a call or email us. 

b should + infinitive without to; might want + to-infinitive; 
could + infinitive without to 


1 


2 You should / ought to do some research into the job and the | 


company. 3 You could / might want to take extra copies of 
your CV. 4 You could / might want to avoid discussing salaries 
before you get an offer. 5 You shouldn't / ought not to forget 
to ask questions. 6 You shouldn't / ought not to be negative 
about yourself. 

Suggested answers for 7 and 8 You should wear smart clothes 
/ be friendly and polite / be positive about yourself. 

You could / might want to read the company’s annual report 
beforehand. 


2 


2 A Shall | phone them? B should 3 A What should | do 
B might 4A Should | wear a suit and tie B could; could 
5 A Should | practise answering questions? B shouldn't 


3 


3¥7 4V/ 5 mightas-well should/ought to (it’s essential) 

6 could should/ought to (it’s essential) 7W 8/Y 9 couldnt 
shouldn't 10 mightHike-+te should/ought to (very important 
advice) 


4 


You can use should or ought to for all these answers. Other 
possibilities are also shown. 

2 should / ought to buy 3 should / ought to use 4 could 
install (not essential, one idea of several) 5 should / ought to 
carry / might consider carrying (use might consider when you 
think it is a good idea, but not essential) 6 could / might like 
to / might want to lock (a good idea rather than essential) 

7 shouldn't make (use shouldn't to show it is essential not to 
do something) 8 should try (this is very important — do it if 
you can) 


5 


2 You should go (this is a strong recommendation) 3 Shall we 
do (We might as well do doesn't sound like a very friendly way 
to speak to a colleague) 4 should talk / might want to talk 

5 You ought to talk / Could you talk (both are possible but 
Couldn't you talk is more indirect) 6 Could we arrange (we 
should arrange is probably too direct) 


6 


Suggested answers: 

2 give (people) more responsibility 3 I'd turn it off and on 
again 4 using the Internet 5 to try Wednesday 6 the new 
restaurant on Pail Street 


7 


2 Why not start / How/What about starting / Why don’t we 
Start 3 Why don't we link / Why not link / How/What about 
linking 4 Why not talk / How/What about talking / Why don't 
we talk 5 Let's arrange 6 If! were you, I'd wait 


Unit 15 


Introductory exercise 


You must make; you need to say; don't give; You don’t need to 
tell; Remember; you have to give 


1 


Suggested answers: 

2 You need to fax your order to us as soon as possible. (must 
or have got to would be too strong for a new customer) 

3 You must / ‘ve (got) to / need to pay attention to the 
feedback after your presentation. 4 You must / 've got to get 
a visa before your trip to Australia. 5 You need to email the 
address list to the CEO. (need is less strong than must or have 
got to here, so it will probably create a better relationship with 
your PA!) 6 We must check the exchange rate every day. 


2 


1 must 2 has to; must; has to/’s got to 3 have to / ‘ve got 
to; must 4haveto 5 must/haveto 6 have to / must 


3 


Suggested answers: 

2 You can / might want to think 3 you can / might want to 
consider 4 Do you want to / Can/Could/Will/Could you invite 
...? 5 you can all come up with 6 Can/Could/Will/Would you 
/ Do you want to organise...? 7 you'd better / you might want 
to make 8 everyone needs to attend 


4 


2 You need to make sure you have the correct email addresses 
in the database. 3 You (or we) must follow up every meeting 
with a courtesy phone call! is that clear? 4 Could you let me 
know immediately if Mr Madureira calls? 5 You'd better cancel 
your group meeting tomorrow. Something urgent has come 
up. 6 Would you make ten photocopies of this, please? 


5 


2 don't have to (not necessary) 3 mustn't (forbidden) 
4 mustn't (forbidden) 5 don't have to (not necessary) 


6 


Suggested answers: 

2 You definitely need to / have to keep an eye on the 
exchange rate. (stronger) 3 Personally, | think we need to / 
‘d better take on more staff during the busy period. (more 
polite) 4 Could / Would you try to sort it out today, perhaps? 
(more polite) 5 Actually, you don't need to / have to use the 
Same spreadsheet for both orders. (more polite) 6 We/You 
really must finish the meeting by 4 pm. (stronger) 7 If you 
would/could switch off the lights, please. (more polite) 

8 Could/Can/Will/Would you just wait another week or so 
before you call them again? (more polite) 


7 


2 If you'd / you could come this way, please. 3 If you'd / you 
could just close the door, please, Robert. Thanks. OK, let’s 
begin the meeting. 4If you could / you'd get James Hartley 
on the phone for me, please. I'll return his call. 


Unit 16 


Introductory exercise 
Sentence d is definitely true. 


1 


2ashould 3dshould 4gcan't 5b ought to 6e ought to 
7 hshouldn't 8 f must 


2 


2 should/ought to (Andy isn't as certain as Phil) 3 should/ 
ought to (he thinks this is probably true) 4 might/could/may 

5 can't (he is certain this is not true) 6 might/may (not so could 
is not possible) 7 might/could/may 8 must (or should/ought 
to if you think Andy is not absolutely certain) 9 must (or should 
/ ought to if you think Andy is not absolutely certain) 10 might/ 
could/may 11 might/could/may 12 might/could/may 


3 


2 might 3 may 4 might / should (should is less likely because 
it is repeated later in the sentence) 5 should 6 might 7 could 
(this is possible but not certain) 8 can’t 


4 


2 should / ought to be open 3 must have the key 

4 may/might/could have it 5 might/could/may be in my 
office 6 could/might/may (well) still have it 7 should / 
ought to be in her desk drawer (could/may/might are also 
possible) 8 shouldn’t/ought not to take long 


5 


Suggested answers: 

2 They may/might/could go up, too. 3 It should / ought to 
cost about £25. 4 It shouldn't take more than 15 minutes. 

5 Yes, | should / ought to / might be free at 10 o'clock. 

6 It must be the server. We're having problems with it at the 
moment. 7 You can't find a good hotel for that price. / You 
could try the budget hotel near the station. 8 He may/might 
be in a meeting right now. 


6 


2 must be pleased/relieved 3 must be furious 4 must be 
pleased/relieved 5 must be joking 6 must be surprised 


7 


Suggested answers: 

2 That must be a relief / a good feeling. 

3 That must be upsetting/frustrating/annoying. 

4 That must be really frustrating/annoying/irritating. 


Speaking strategies 4 


introductory exercise 


The conversation sounds informal and friendly because the 
speakers are using shorter forms of the grammar structures. 


They are not using the ‘full structures’ — see the words in italics 
below. 

A: Are you going to the party tonight? 

B: Yeah. Are you going? 

A: | might do. It depends what time | leave work. 


1 
2 Are you in Hannah's team? 3 Aretyeu} going with them? 


4 De-yeu need a personal assistant? 5 Aretyeu} busy these 
days? Have-yeu been anywhere interesting? 6 Be-yeu like 
my new travel bag? 7 Are you the lucky person who gets all 
those trips to California? 8 Have-yeu heard the news? 9 Are- 


— fyew ready for lunch? 10 Aretyeu) hungry? 


2 


1 

.. [must tell you in case you don't know: Richard Wilson’s 
going to be there. | can’t be with you myself, though. | really 
should be, | know - the problem is, I'll be in Milan ... 
2 

.. Holly tells me you were having trouble with the sound 
files for your presentation. It might be because they're in a 
different folder from the main presentation. It depends on the 
file location. If you like, I'll come and have a look at it for you. 
| won't be free till 3. Is that OK? .. 


3 


2tcan't find 3 must be 4Be-yet want 5 Have-yeu got 
6 +t might as well just mention 7 t's something 8 the trouble 


is 9tdon’'tknow 10tt could be 114t depends 12+ think 
so 13#mnotsure 144 must be 


Test 4 


1 

1can 2can;beableto 3 be unable to; can 4 could you; 
would you mind (+ -ing) 5 May; can 

2 

2 will enable people to reach 3 lets borrowers have (not fets- 
botrewerstehave) 4 makes it possible to save money 5 is 
known to be 

3 

2 Should 3 shouldn't 4could 5 might 6 Shall 7 might 


4 


2 must (an obligation) 3 have to (less direct obligation) 
4 don't need to (not necessary) 5 must 6 need to (must is too 
direct; not the use of we instead of you) 


5 


2 have to (company rules = external obligation) 3 Could 
(polite request) 4 need (a less direct order) 5 must not (very 
strong order) 


6 


1 must; must (you are sure this is true); might (this is possible); 
shouldn't (the speaker expects this won’t happen) 

2 may/could (may is more formal); might not; should (an 
expectation); ought to (an expectation) 


7 


2 can/could 3 can/could 4Change 5 Don't 6 could/can 

7 needn't 8 able to 9 can/could/should (can = is able to; 
could/should = this is expected) 10 might want 11 can/could 
12 have to 13 How about 14need 15 shouldn't 

16 couldn't 17 enables 18 Could 19 must / have to (must is 
more direct) 20 let's 


Unit 17 


introductory exercise | 
a Sentence 1 is offering something. 


b Sentence 2 is giving advice / making a suggestion. 


is 


key 


1 


2pickup 3is 4flashes 5 do/should!do 6's 7 get 8 have 
to 9are 10 don't waste 


2 


2 sign; ‘Il get 3 ‘Il have to; don’t get 4 won't charge; order 
5 ‘Il feel; take 6 meet; ‘Il get 7 don't give; won't be 8 will you 
do; offer 9 finishes; ‘Ilgo 10 have to; don't arrive 


2 If you're self-employed, you might have to hire an 
accountant. 3 You could print this page out to read later if 
you don’ want to read all the:information online. 4 You may 
have to pay taxes on goods if you import them from outside 
the European Union. 5 If your turnover reaches. £67,000 a 
year, register for VAT. 6 We may need to see your VAT records 
if there are any questions about your tax. 7 If you don't 

have storage space in your offices for your VAT records, you 
should arrange alternative secure storage. 8 The police could 
arrest you if you don't keep any records, as this is a legal 
requirement. 9 If you have an accountant, you might want to 
get their advice on keeping VAT records. 10 If you need any 
help with your taxes, contact your local Advice Team. 


4 


2incase 3incase 4If 5Unless 6If 7Aslongas 8 unless 
9 provided that 10 If 


5 


Suggested answers: 

2 Whenever the price of oil goes up, we increase our product 
prices too. (use the present because this is what normally 
happens) — 

3 Providing the economy remains strong, we will consider 
opening a new office in the Far East. (use will because we 
are not sure if this will happen) 

4 We won't change our corporate branding unless customers - 
feel it's old fashioned. (don't use will in the if-clause) 

5 As long as customers give us positive feedback, we will 
continue to provide the same service as we have always 
done. 

6 We may employ n more ‘staff if we win this new contract. 

7 |f a rival company opens in our city, it shouldn't be a 
problem for us because we have very loyal customers. 

8 If our company makes a large profit this year, they may 
decide to move to premises nearer the centre of town. 


| a: two years after you pass. 4.. 


9 We offer special incentives to staff providing they promise 
to stay with the company for at least two years, 


10 Our company will do well this year if we continue to > meet 


the increased demand for our product. 


6 
2 providing 3if 4unless 5 as long as 


7 


re aa answers: 
.. you stock our full range. 3... you stay with the company 


. you increase the size of your 


order, 5... you put it into our bags and leave it outside the 
office before 7 am on Thursdays. 6... you sign a five-year 
contract | : _ 
Unit 18 

Introductory exercise 


a Yasmina is talking about a aera in the past (the new 
assistant didn’t get better training and didn't stay). 


b Omar is talking about a problem now (there isn’t one point 


of contact and customers don't know who to talk to). 

c You can tell that Yasmina is talking about the past because 
they use a past hypothetical conditional: if+ past perfect (if 
we had given) and would have + past participle (would have 
stayed). 

You can tell that Omar is talking about the present because 
they use a present hypothetical conditional: if + simple past 
(if there was) and would + infinitive without to (would know). 


1 


2 worked 3 would | do 4‘dinvest 5 owned 6d treat 
7 was 8 would have to 9 didn’t work 10 was 


2 


2 had a company car, | wouldn't take 3 spent (more) time 
building client relationships, you’d have 4.did a presentations 
course, I'd speak 5 ‘d fly business class if it. didn’t cost 6 didn't 
work in an open plan office, people wouldn't interrupt me 7 
had a PA, she'd be 8 sent us the final order, we'd be able to 
close their account. 


3. 


3 itgave it would have given 4/ 5 
tH If interest rates went up 6 Hrave-te-sel} Vd have to sell 
7 / 8 HARE AUS EL eg ea If ey hadn’ t spent 


4 


2 would've been able to 3 Would you have got 
4‘d organised 5 Would it have helped 6 had taken 
7 would’ve been 8 hadn't known 9 ‘d learnt 10 wouldn't 


have had 11’dhad 12 would’ve succeeded 


5 


2 wouldn't have had 3 ‘destablished (‘d= had). 
4 wouldn't have experienced 5 received 6 would have to 
be 7was 8 would be 9 would be 


6 

2 if it hadn't been for; wouldn't have come back 3)If it hadn't 

been for; would've shown 4 if it wasn’t/weren't for; ‘d be able 
5 If it hadn't been for; ‘d have had to 6 If it wasn’'t/weren't 

for; ‘d make 

7 | 

2 If the USA were to suffer.a recession, it would possibly mean 

bankruptcy for a company like Airserve. 


3 If the EU were to raise taxes on carbon emissions, European 
airports would lose business. 


4 If Skyplan were to pull out of the negotiations with Swallow - 


Air, Swallow Air's future would be in doubt. 

5 |f more countries were to join the EU, it would Open the 
possibility of new routes. 

6 If airlines were to spend more time finding out what 
customers actually want, they would probably see an 
increase in revenues. 


Unit 19 

Introductory exercise 

a You can’t answer questions 2 & 3. (1 The news about the 
factory is that it is going to close.) 

b The writer didn’t include this information as he or she 
wanted to focus on other information. In sentence 2 the 
writer focuses on the workers and what happened to them, 

~ not who told them the news (probably the management of 
the company). In sentence 3, the focus is on the company 
not getting paid, not the people who owed the money (the 
writer may or may not know who they are). 

la 

(As this is a written text full forms of be are used, not 

~ contractions.) 

2 is logged 3is mailed 4aresent 5 areread 6are 


categorised 7 are passed on 8 is forwarded 9 is answered 
10 are sorted out: 11 is known 12 are not left 


b 


(Look at the assistant’s answers to help you choose between 
present perfect and past simple. 

2 was it received 3 was it sent 4Has an acknowledgement 
been mailed out 5 was it sent 6 was it forwarded to 

7 Have the customers been contacted 8 Were they asked 


2 


2 's being sacked 3 aren't being replaced; ’s being upgraded 
4 were being paid 5 was being bullied 6 are being audited 
7 ‘re being asked 8 are being criticised 


3 


2 was found 3 is swallowed 4 - (active verb) 5 - (active 
verb) 6 had been ignored 7 had not been followed 

8 have been suspended 9 are being put 10 are (currently) 
being redesigned 


4 


2 had been working 3 was doing 4states 5 applied 
6 was invited 7 asked 8 was told 9 showed. 10 sacked 


11 was escorted 12 was informed 13 had been installed 
14 had not been told 


5a 


2 is searched by security staff 3 are checked by the 


receptionists 4 are tested randomly for drugs by an outside. 
agency 5 are scanned by antivirus software 6 is backed up 
by the IT group 7 is tested by fire safety officers on Fridays 
8 are trained by their manager in fire safety procedures 


The lifts are monitored by cameras. 


_ Visitors aren't allowed into the building without a member of 


Staff. 
Drivers are tested for drugs and alcohol weekly. 
Staff are tested on fire safety procedures regularly. 


6a 

2 the goods in your last order were damaged during 
transportation 

3 the goods had not been packed securely / had not been 
securely packed 

4 The matter has been investigated | 

5 our packing procedures are being reviewed _ 

6 you were treated (by our Order Department) 
7 the matter was not handled properly (the writer may decide 
not to name the person who caused the problem) 

8 the sum of $300 is being credited to your account 

9 you have been caused (the writer may not wish to say that 
their company caused the problem) 

b a 

The writer may decide to leave sentences 4 and 8 in the 


active form to show that he has personally taken action and is 
responsible for giving the customer some good news. 


7 


2 ... | was educated at Bristol Grammar School and the 
University of Manchester, where | was awarded a first-class 
honours degree ... | was elected President of the Debating 
Society. 

3 ... |have been employed by Directions plc... 
appointed Senior Auditor. 


| was 


Unit 20 
Introductory exercise 


The speaker does not say exactly who is responsible for the 
problem. The speaker uses the passive (won't be finished, can't 


_ be done) which avoids saying who is respoonsible. The person 


responsible could be the speaker or someone else. It is probably 
not Angela, since the speaker asks if she should be told. 


4 


2 The new store will be opened by the Regional Director on 
15 May. 

3 Do you think the building sfahtte might be delayed 2 the 
bad weather? 

4 The payment may not have een sent to the right 
department. 

5 ins fire exits must be kept clear at all times. 


6 Couldn’ t the meeting held in a bigger room next time? 
7 This invoice should be paid by Friday. 
8 Sse of the technical problems can't be avoided. 


2 | | 

2 will be completed 3 will be needed 4 may notbedone — 
5 mustn't be forgotten 6 could things be improved 

7 ought to be changed 8 could the next project be 
completed 9 should be informed 


3 


2 she was given 3 that information is given 4she’s been sent 
(or more formally she has been sent) 5 she’s been offered (or 
more formally she has been offered) 6 1,000 units were sold | 
7 | was promised 8 Examples of our new product range will 
be sent — 


4 | 
2 Elena 3 Ulla 4Yunis 5 Giacomo 6 Kirsten 


5 


2 will be picked up 3 should be detected 

4 getting the same searches done 5 could be applied 

6 have predictions made 7 canbe done 8could be ~ 
marketed 9 had the same prediction made 10 get awarded 


6 


Suggested answers: 
2 As can be seen from the flowchart, (note the comma after 


flowchart) 3 Our environmental responsibilities should not be © 


forgotten 4 As might be expected, 5 As will be seen on page 
40 of this report, ... it should be noted that (note the comma 
after report) 6 The current slowdown in'the housing market 
must be taken into account -7 It could be ESAS that 8 2009 
can be regarded / can be seen as 


Speaking strategies 5 
introductory exercise 


Howard uses these expression so that he doesn't offend Lucy: 
I'm sorry. 
I think there may have been aslight misunderstanding. 


1 


2 mean 31 mean is /I'm trying to say is / I’m saying is 
4mean 5 other words 6 mean 7 me put it this way 


2 


Suggested answers: 

2 | think you may have got that wrong. / I’m not sure that’s 
right. | think it was in the low season. 31 mean / sorry, 

March. 4 Really? Are you sure? | thought they went down 
0.2%. 5 sorry. / | think I've got that wrong. / | don’t think that’s 
right. / my mistake! 6 What | actually meant was /| meant /| 
should have said 7 sorry,-| mean Streamjet 

Don't forget: people often use more than one of these 
expressions together. 3 


3 | 

2 What does that mean, exactly? / What is that exactly? 

3 Could you explain that a bit more (for me)? 4 Perhaps I’ve 
misunderstood you? / Maybe I've got it wrong? (Perhaps and 
maybe are interchangeable. Maybe is more informal than 
perhaps.) 5 I'm not sure | know what you mean. Could you ~ 
explain that? / Could you explain that for me? 61 think we 
may have misunderstood one another. / I'm eagle there's. 
S25 a slight misuncelstandingy 


: Test 5 


1 


2wants 3need 4get 5’llhaveto 6spend 7 won't have 

8 won't need 9 break 10 contacts 11 cando 12 don't waste 
13 need 14 ‘Il find 15 isn’t 16 may be 17 can't sell 

18 will be ableto 19 wants 20 ask 


2a 
2 wouldn't want 3 mustbe would have to be 4 weuld- 


_€heese could choose / chose 5 velunteered would volunteer 


lo 
1 would have sold 2 weuldbe ‘d been 3 would have 


started 4 d-had-started I’d have started 5 would have 
started ‘d started 


3 
2 arrive; will show 3 gave; would place 4 wasn't; wouldn't be | 
asking 5 ‘ll offer; contacts 6 won't take;-want 7 are; can 
8 would be; were 9 would’ve offered; ‘d been able to 


-10‘d won; wouldn't 


4 


2 was voted 3 were opened 4 were sold 5 have been 
opened 6 have been welcomed (were welcomed is also 
possible) 7 were recruited 8 has been made up 9 has been 
created 10.have been used 


5 


2 should be Wrapped 3 were promised 4 hasn't had the 
central heating checked 5 get the air conditioning fixed 6 
used to be refilled 7 will the report be finished 8 might we 
be offered 


Unit 21 


Introductory exercise 


a You can answer the first question ‘yes’ or ‘no’ (Can / ask you a 
question?) 

b The questions with question words powenih and What - 
need a longer answer (/f you had no internet access for a day, 
how much would it cost your business? What would the effects 
Peis 


la 


2 Do 3 Are (present passive) 4Does 5 Does 6 Does 
7 ls (present passive) 8 Do 9 Are 10Is 


b 


2was 3 Did ‘4Was 5 was 6were 7Has 8 Were 9 have 
10 Have. 


2 


2 Why do you want to leave your current job? _ 

3 What are your strengths and weaknesses? 

_ 4 Are you applying for other jobs? (What other jobs are you 
applying for? is also possible) 

5 Why do you want this job? 

_ 6 Are you happy to travel? 

7 Can you work well under pressure? 

8 How did you get on with people in your last job? 

9 What have you achieved in your career so far? 

10 How do you see your future career? 


3 


2a Who ‘old Ana bWho did Ana tell 3a Who did Beth émail 
b Who emailed Beth 4a Who wants to see Sue b Who does 
Sue want to see 

4 


2 How bad is it? 


. 3 whose photo does it have? 
4 Which guy (is it)? (You could also say Which one is it? but not | 


What for people.) 

5 What else did you find? 

6 What colour is it? | 

7 How quickly can we do it? — | 

8 How expensive will it be? (You could also say How much will 
it be?) 

9 Well, whose fault was it? 


5 


(Do not forget capital letters at the start of the questions and 
question marks at the end.) 
2 What projects are you involved in? 


3 How many jobs have you. applied for in the last ten years? 


“4 Which colleagues do you have lunch with? 
5 Have you ever complained about a colleague? 
__ 6 Who did you complain to? 

7 Does your salaty depend on oer performance? 


6a 


~ 2 Don't you think it’s (very) memorable? / \sn't it memorable? 

3 Why don't we / Can't.we use it for the new campaign? — 

-. 4 Aren't the colours a bit bright? / Don't you think the colours 
are a bit bright? 

5 Don't you. think the teddy bear looks a bit silly? / Doesn't the 
teddy bear look a bit silly? 


6 Can't we do some market research on it? /Why pan twe do | 


some market research on it? 
7 Don't you think the teddy bear is childish? / Isn't the teddy 
| bear childish? 
-.8 Can't you make it a bit less bright? /Why don’ t you make it a 
bit less Si 


b | 
The four:questions could all have two meanings. It depends 


_on the situation and what everyone understands about it. 


Lee’s colleagues could just be asking Lee to confirm things he 


_ Said earlier or they could be criticising him. 


1 Meaning 1 (confirming): | think you told me you have tested: 
‘this with customers — is this correct? | 
Meaning 2 (criticism): You should have tested this with 
customers. nt 
2 Meaning 1 (confirming): I’m sure we asked for a different 
colour - is this correct? 
Meaning 2 (criticism): | think it should be a different tata: 


3 Meaning 1 (confirming): | think you told me you were going 


to change it — is this correct? . 
Meaning 2 (criticism): | think we should change it. 

4 Meaning 1 (confirming): | think you told me they do 
research — is this correct? 
Meaning 2 (criticism): | think they should do reeeerch (and it 
looks like they haven't). — 
Lee’s colleagues could ask these questions to make them 
more neutral: 

1 Have you tested this with customers? 

2 Did we ask for any different colours? 

3 Are you going to change it? 

4 Do the design people do research? 


Unit 22 


introductory exercise 

Conversation 2 sounds more natural and friendly because the 
speakers use question tags (isn’t she? and is she?). People use 
question tags when they want to involve one another more in 
the conversation and when they want to sound more friendly. 


1 


-2do 3did 4doesn't 5 didn't 6 does 7 don't Bdidn't 
‘9 does 10do 


a: 


People often answer a question tag with another question 


tag. However, it is unlikely they would.continue doing 
this sentence after sentence, so some question tags arein 
brackets to show they are possible, but might not be used. 


. 2 Kim: They delivered the order on time, didn’t they? 


LUCA: Yes, but they didn’t deliver it for free, did rey! 
KIM: No, That's true. 


_ 3 ALAN: The meeting lasted a long time, didn’t t? 


PILAR: Yes, marketing mecsings always last for hours, don’ t | 
- they? 
ALAN: Yes, and they're re) boring, (aren't they?) 
PILAR: | need a coffee! Let’s go to the cafeteria, shall we? 
4 RAJIV: We don't have a distributor in Moldova, do we? 
NUALA: No, but we’ve got some contacts there, haven't we? 
RAJIV: Oh yes, Vimala was there last year. I'd forgotten. 
5 ANGIE: The delivery hasn't arrived yet, has it? 
BILL: No: It-never arrives on time, (does it?) 
ANGIE: No, never. 


6 BLAKE: Michelle isn’t working at the Paris office any more, is 
she? 
KIARA: No. She works with Gosia in Warsaw now, doesn’t she? 
BLAKE: Yes, | think you're right. 
7 NoRA: You've got the agenda for the meeting, haven't you? 
ELSA: Yes, and you have the presentation on your laptop, 
don't you? | 
NoRA: Yes. So everything's ready. See you later. 
8 JAN: We weren't advertising much in the Italian press, were © 
we? 
ZOE: No, but we had web pages in Italian, (didn’t we?) 
JAN: Yes, | guess the website was enough. 


3 


2 hasn't it (we don't use doesn’t with have got) 3 haven't 
you 4won't! 5 mightn’t we 6 didn't it 7 can you 
8 wouldn't you 9 shouldn't! 10 must | 


4 


2 You don't need the spreadsheet any more, do you? 
3 | should book a room for my meeting, shouldn't I? 
4 Your firm has a branch in Amsterdam, doesn't it? 

5 Linda doesn’t work on Mondays, does she? 

6 You used to work in sales, didn’t you? 


7 The Board seemed interested in further talks, didn’t they? 


8 Photo paper can't be used with this printer, can it? 
5 

2sure 3notsure 4sure 5 not sure 

6 


2isit 3didthey 4 does it (does is much more frequent than 
has) 5have they 6can we 


7 


She's going to use them at the Commercial Vehicle Show, is she? 
And we ordered some stickers, did we? 
We can get them made in time, can we? 


_ OK. You'll see to that, will you? 


2 49% said (that) they had seen only part of the benefit they _ 


Key 


Unit 23 


introductory exercise 


The employers’ actual words were stobablye ‘Temporary 
workers are not required to speak and understand English, 


even for health and safety purposes’ 


la 


had expected from outsourcing. 

3 39% said (that) they would renew their outsourcing 
contract with their existing supplier, 

4 15% said (that) they planned to bring the service back in- 
house. (they plan is also possible if the report is published 
before they carry out their plan) 

5 78% said (that) they were satisfied with the service provided 
by their main outsourcing supplier. 


Here is the original survey report from The Financial Times. 
As many as 66% of respondents said they were disappointed 
with the results of their outsourcing contracts. Of the companies 
polled, 49% said they had seen only part of the benefit they 


had expected from outsourcing. An extraordinary 17% said 


they had seen no benefits from outsourcing. Only 26% said that 
outsourcing had been everything they had expected. 

According to the survey, only 39% of the companies surveyed 
said they would renew their outsourcing contract with their 
existing supplier. As many as 15% said they planned to bring the 
service back in-house. 


(...) 


As many as 78% in the survey said they were either satisfied or 


very satisfied with the service provided by their main outsourcing 
supplier. 


b 


2 83% of employers and 21.9% of employees thought that 
employees were involved in decisions and could influence 
them. 

3 31.6% of employers and 18.8% of employees believed that 

~ employers worked in close partnership with the union. 


_ 4 87% of employers and 30.9% of employees said that 


employers had taken steps to improve the working 
environment. 

5 54.3% of employers and 84.7% of employees stated that the 
management needed to do more to improve the working 
environment. 


Here is the original survey report extract from The British 
Printing Industries Federation. 

Communication 

83% of employers stated that employees in their companies 
were involved in and could influence decisions that impacted 

on them. By contrast only 21.9% of employees shared this view. 
71.2% of employers said that their employees were briefed on 
the company’s performance on an on-going basis, whereas only 
37.6% of employees said so. 

Partnership Working | 

31.6% of employers believed that they worked in close 
partnership with the union, but only 18.8% of employees were of 
this view. 54% of employers and 69% of employees believed that 
there were practical steps the BPIF, SPEF and GPMU could take 
to help companies and their employees to work in POnRSRSe 
successfully at company level. 

Working Environment 

Contrasting opinions were found between employers and 
employees in relation to improvements made to the working 
environment. 87.5% of employers said that they had taken steps 
to improve this in the previous two years, whereas only 30.9% 

of employees thought that their companies had done so. 84.7% 
of employee respondents thought that additional steps needed 
to be taken to improve the working environment, whereas only 
54.3% of employer respondents thought this. 


2 


Used to, could, should and might do not change in the reported 
minutes. Use we because the person writing the minutes is 
part of the company. 

.. had been looking at the catalogues and (that) he hadn't 
found anything. He said (that) we could give the client a clock. 
Klara said (that) we used to give people clocks years ago but 
(that) they were bad luck in some cultures. She said (that) she 
might do some research on that. . 

Yuri said (that) we should give something fun, like an 
electronic sudoku. He said he would look online. 


Fatma said (that) we had to be careful because we couldn't 
give things like wine coolers or penknives. She said that if we 
chose the wrong gift, we might run into cultural problems. 


3 


2 said (that) / told me/us (that) they hadn't slept well 

3 said (that) / told them (that) I’d order coffee 4 told him 

not to worry about it 5 asked/told me to show them round 
the building 6 told them not to leave their valuables in the 
meeting room 7 asked/told her not to smoke 8 asked me to 
speak a little slower 9 said (that) we’d met before 

10 said / told us (that) they were/are definitely going to place 
an order (here you can use are or were as the information is 
still true) 


4 


2 didn’t enjoy (weren't enjoying is also possible) 3 was 
4 didn't use 5 was 6d done/ did 


5 


2 that morning 3 tocheck 4had 5 that afternoon 6 was 
/'d been 7 the day before / the previous day 8had 9 that 
day 10 wasn’t working / hadn't been working 11 had 

12 the next day / the following day 13 ‘d cancel 

14 was 15 ‘dtry 16 that evening 


6 


1 was saying; was asking; was telling 

2 was saying; was saying; was telling; were saying 
3 was saying; was saying; was telling 

4 was asking; was telling 


Unit 24 


introductory exercise 


The original questions could be Will you become a board 
member? (Would you like to become ... is also possible) and 
What is your schedule for the coming year? 


(<@ See Unit 23 for tense changes in reported speech.) 


1 


2 how many days a year he/she could take off sick 

3 when he/she would get a pay rise 

4 how much | earn(ed) 

5 why | (’d) kept him/her waiting before the interview 

6 who the worst candidate was (that) I'd interviewed that day 
/ who the worst candidate I'd interviewed that day was 

7 which 5 star hotels he/she would stay in when he/she 
travels/travelled on business 

8 where he/she could get the best lunches near to the office 


2 


Remember you can use the same tense as the original speaker 

used if it is soon after they spoke or if you want to show that 

their comments are still relevant now. 

2 if/whether all our products are/were organic 

3 if/whether we do/did home deliveries 

4 if/whether they can/could order their shopping online 

5 if/whether we are/were open on Sundays 

6 if/whether we offer/offered reusable bags instead of plastic 
bags 


7 if/whether there is/was disabled access 
8 if/whether we sell/sold our own branded products 
9 if/whether someone will/would help with packing 


10 if/whether we are/were going to ask them for their 


comments again in a few months 


3 


2 He asked (me) / wanted to know who our biggest clients 
are/were. (you use our to refer to the company //we work 
for; you can also say my biggest clients if you are just talking 
about your own clients, not your colleagues’ clients) 

3 He asked (me) / wanted to know who set up the company. 

4 He asked (me) / wanted to know why | joined the company. 

5 He asked (me) / wanted to know what | like/liked most 
about my work. 

6 He asked (me) / wanted to know if/whether | live/lived near 
my work. 

7 He asked (me) / wanted to know if/whether | went /‘d gone 
to university or college. 

8 He asked (me) / wanted to know how long I’ve/‘d worked for 
the company. 


4 


2 Do you know / Can you tell me / Could | just ask you which 
3 Do you know / Can you tell me / Could | just ask you who 
4 |'m not sure / I’ve no idea / | wonder whether 5 Do you 
know / Can you tell me / Could | just ask you how long 61/'m 
not sure / I've no idea/| wonder when 7 Do you know / Can 
you tell me / Could | just ask you how much 81'm not sure / 
I've no idea / | wonder how many 


5 
2 what-washerpasswerd what her password was 3 how often 


she paid off her credit card in full2 (do not use a question mark 
with reported questions) 4 They asked te her (do not use to © 
with ask) 5 how that could happen when she was not there? 
(do not use a question mark after wonder) 6 They also wanted 
to know het if (do not include the person asked after want to 
know) 7 whatsheuldshede what she should do 


© 


2 We would appreciate it if you could send your payment on 
receipt of the goods. 

3 Please inform me of / if there are any job opportunities in 
your company. 

4 Would you consider offering us a reduced price for bulk 
orders? 

5 Please inform us if you are bringing out any new products 
this year. 

6 Please let me/us know when this year’s price list will be out. 

7 Would you be willing to accept workers on a temporary 
basis? 

8 Please let me know if there will be any changes to my 
insurance policy. 

9 We would welcome any/some feedback on our services. 


10 | would be grateful for the opportunity to meet your 


personnel manager. 


223 


Speaking strategies 6 


4 introductory exercise 


ETS key 


The customer checks information on two occasions by 
repeating the last words of the salesperson (Two or three weeks? 
and Blackstone’s?) The customer also asks a statement question 
to check how much the sales person knows about other. 
bookshops in the area (So you don't know any other bookshops?) 
This may follow on from an earlier part of the conversation or it 
may be because the sales person hasn't offered this information 
and the customer is checking if the sales person knows it. 


| 
| 

“Sony?t I'm sorry? 

| (What) did you 1 say? 
Can 


TARAINN EWWE AA oreo Rr 


estat 


scoencennnenncosadanssnansecaseadataccdonfesatdsnsouaecnnsecnnerenses 


| Can you say that again: ? | 


| Sorry, I missed that. 
 coamameamme 


conte rotnoc ever eV oC COR ETORETIETON PL POOIOUTT INTC DOAN MORIA 


| Repeated words 


1 You like him; Have you sold your house yet? (use normal 
question word order because this is a new topic which 
doesn’t come out of the previous conversation) 

2 Did you enjoy the course? (use normal question word 
order because this is a.new topic); it was useful; You had a 
good time; Is/Was everything OK here? / Has everything 
been OK here? (use normal question word order because 
this is a new topic which doesn’t come out of the previous 
conversation); it’s been quiet / it was quiet 


3 
2 how long 3 when 4where 5 what 6 how much 


Test 6 
1 


2 Have you ever worked for another company? 3 Do you live 
near to your work? 4What does your partner do? 5 Did you 
see your manager last week? / Did your manager see FOU ... 
6 What is your job title? 7 How old is your company? _ 

8 How many people does it employ? 9 Are you happy in 
your job? 10 Which person do you spend most time with at 
work? (or ... most time at work with?) 11 How much was your 
starting salary? 12 Were you a good student at school? 


2 


‘2hasn'the? 3didn'the? 4didn't he? 5 wasn’t he? 6 will he? 


7 won't we? 8isn’the? 9has he? 10 can he? 11 doesn't he? 
12 have we? 13 shouldn't we? 14 mightn't he? 


3 


2 ean-yetthelp-me to help her/ if | could help her 3 it s was 
so expensive 4 Hwittbe-heretomerrew she would be there 


the next/following day 5/ 6toldte me 7 said to you/ told 
you 8 started 


4 


1 had collected together the latest ideas and best practices 
about blogging; made blogging easy and helped you start 
to do it yourself; started a blog yourself, you wouldn't fully 
understand their power or potential 

2 they were in the process of doing a blog; they'd known 
nothing about blogging; it was amazing what a person 
could learn in a week 

3 was a book you could easily read in one afternoon; you'd 
find yourself referring back to it again and again 

4 she loved the book 

5 you were looking for a basic understanding of blogging, 
this was the book for you; delivered a message that all 
bloggers would appreciate 


5a 
2me 3de 42. 5 if or whether (not both) 


i) 


7 I'm not sure 81 was wondering 9 appreciate it if 10 would 
be grateful 


6 


2 Would you be willing to 3 We would welcome 4 Please 
inform me/us of/about 5 Please let us/me know when 
6 | would be grateful if you could 


Unit 25 


Introductory exercise 


a have (job security); encourage (us); use (our skills); get (lots 
of breaks); offers (fantastic opportunities for promotion); 
appreciates (me); praises (me); 

~ do (good work) 
b happen, work 


1 


Suggested answers: 
2- 3long meetings/ones 4some/acup/one 5- 
6 the list /it 7- 8- 9Maria/her 10- 


2 


2 When they increased my salary last year | bought a new car 
the following month. 

3 We spent a lot of money and improved the facilities for the 
staff, and noticed that motivation increased very rapidly. 

4 Handmade Cars Ltd sold 1,000 vehicles in 2005 and made a 
huge profit, which was good news. 

5 They have promised to produce some drawings for US SO 
that we can check the details before we make a decision. 


~ 6 Can you take this package to the mailroom? We need to 


send it immediately. 
7 | have to phone Charles Braun today but | can't find his 
number anywhere. 


_ 8 We need to find a good supplier because we want to take 


our products into new markets. | 
9 We must increase our sales force immediately. 


10 Let's begin the meeting by looking at our sales figures. 


Orders for the new model have decreased sharply. 


3 


2 her new PA the meeting room 3 Laura the agenda 
4 Ursula the time 5 the visitors some brochures 
6 Pamela flowers 


4a 


2 Henrik sent it to Zepak last week. 3 They bought them 
for Charlie when he retired. 4 We didn't show it to all the 
teams. 5 They sold it to the customer without realising. 


b 


4 We didn't show them it. 5 They sold them (or him/her) it 
without realising. 


5 | 
During the credit crisis which began in 2008, there was a risk 


that banks would stop lending te-smattHbusinesses-money 
money to small businesses, so governments all over the world 


gave public fundsthe banks the banks public funds to enable 
them to continue to offer loans im to small businesses and 
private individuals. Some economists did not like this (like 
must have an object), and believed it was better to let the 
market operate freely. Meanwhile, the banks had to find new 
products te for their customers (or had to find their customers 
new products) which would stop them taking their cash out 
and spending it. The basic problem was a lack of confidence 
in the banks, and many people felt that the government and 
economists were not telling the-whote truth them them the 
whole truth. | 


6 


BoB: | wanted to make the point that we shouldn't launch 
the- new-medet in April — there are too many other things 
happening. | think we should delay thetauneh until May. We 
can produce the brochure in January, samples in February or 
March, then be ready to ship the-geeds in May. That gives us 
plenty of time. If we haven't prepared the launch properly 
and have to cancel thetaureh-events, that would be far 
worse. 

ANDREW: OK, thanks, Bob. That sounds sensible. All agreed? Right. 
Vanessa, anything you want to report on the financial side? 

VANESSA: | wanted to talk about our investments in Zamrac. If 
we sell eurshares now, we may be at a disadvantage. | think 
we should continue to buy mere-shares over the next few 
months and then sei/ thera in the autumn when we have a 
clearer picture. If we all agree, | can confirm eurdeeision with 
the brokers. 

ANDREW: Right. Well, any comments? 


7 


2 We produce mostly for the international market. 

3 Our team / We can dispatch tomorrow. 

4 (I'm sorry.) We can only deliver to addresses within the EU. 

5 | don't know if Kepra and Co. want to buy because they 
haven't ordered yet. 


_ their call.) 10 out 


Unit 26 


introductory exercise 


al try to help (verb + verb) b | want my staff to know (verb + 
object + verb) 


1 


2tocome 3 losing (after phrasal verb end up) 4 trying 
5 to focus 6 building (after the preposition on) 7 to ignore 
8 moving 9being 10to get 11 telling 12 offering 


2 


1 to think (=| never stop working in order to think; / never stop 
thinking =| do this all the time) 2 being; thinking / to think; 
to work (-ing is less likely after beginning) 3 meeting; to think 
(=! prefer to think this way) 4 trying / to try; buying (I did buy 
him lunch) 5 going (=| enjoy going); to have; to make 

6 to change (-ing is less likely after intend); running (to is less 
common after start); working (to is less common after can't 
stand) 


3a 


2 give up 3 leave 4to work 5 to offer 6 to take 7 to feel 
8 to makeup 9totell 10 use/to use 


4 


2d 3e 4f 5a 6h 7c 8b 


5 


1 remember te-meet meeting; enjoyed meeting you and te- 
heat hearing; arrange seheduting to schedule; would you 
mind te send sending; look forward to heart hearing 

2 saw you teteek looking (repeated activity, not a single 
event); Thanks for invite inviting; would love eeming to 
come; spend a day or two teteek looking; finished te-write 
writing; let me te know 


6a 


2 to discuss 3 toagree 4Toprepare 5 important to keep 

6 to confirm (confirming is also possible here) 7 to arrange (to 
confirm, to discuss and to agree are also possible here) 

8 happy to answer 


b 


2 happy to use 3 interesting tosee 4toimprove 5 to 
update 6tohelp 7 willing to contribute 8 ready to take on 


Unit 27 


Introductory exercise 


a Two or three parts (1 verb and 1 or 2 particles) 

b put it off (object = pronoun it); catch up on the main points 
(object = the main points) 

c The pronoun object comes between the verb and the 
particle with put off (put it off); the object comes after the 
particles with catch up on (catch up on the main points). 


1 


2 through 30n 4up 5off 60ff 7 up 8down 9 back (up is 
also possible but unlikely. If you call someone back, they called 
you first. If you call someone up, it is not usually in response to 


225, 


2 


2 sort these problems out 3 go through her own detailed 
solutions 4 find something out 5 carried on thinking 6 put 
our solutions forward 7 coming up with their own ideas 

8 back them up 


3 
2 looking 3come 4do 5 looking 6 put 7 caught 8 make 


4a 


2 put that off 3 set up 4shut down 5 turn off 6 set off 
~ 7 Hang on! 8 lookup 9 looking forward to 10 put up with 


b 


Suggested answers: 

1 Don't hang up yet! We still need to discuss the Blackmoor 
contract. _ 

2 | love my job so much that I'd like to carry on working until | 
am 75 years old! 

3 Your password has expired. You need to make up a new one 
/ make a new one up. 

4 |t can be noisy in the office so | sometimes prefer to finish 
off my work / finish my work off at home. 

5 Team building activities help to break down barriers 
/ break barriers down and strengthen team spirit and 
understanding. 

6 Our weekly strategy meetings go on for much too long. I'd 
manage the time better if | was in charge. 

7 This is a very busy time at work, so I've had to give up my 
evening class / give my evening class up for the last two 
months. 

8 | make sure | back up all my files / back all my files up at the 
end of every day so that | don’t lose anything important. 

9 We believe it is very important to look after our customers. 

10 I'm going to have to study all weekend to catch up on the 
classes | missed when | was ill. | 


5 


Suggested answers: 

2 | always put off answering difficult emails for as long as | 
can! 

3 No, it hasn’t. But one of our competitors was taken over 
recently by a big American conglomerate. 

4 We've just set up a new branch in Croatia, which is very 
exciting. 

5 | understand why businesses do cut back their training 
during a recession but | don’t think it’s a good idea in the 
long term. 

6 | think they should always read the small print and watch 
out for the things that are not covered. 

7 Unfortunately nowadays | think it is quite common to be 
laid off and it has happened to several of my friends in the 
last two years because of the recession. 

8 We produce beauty products at the top end of the market, 
so | don’t think demand will ever drop off. 

9 Yes, | turned down a job in Istanbul a few years ago because | 
didn't speak the language. Now | wish I'd taken it! 

10 A drop in salary and reduced holidays would definitely put 
me off applying for a job. 


6 


2 get over 3 get back 4getroundto 5 get through 
6 get away with 7 get away 8 get through to/ get into 9 get 
on with 10 get on 


Unit 28 

Introductory exercise 

a For over 100 years (a period of time); into the 21st century 
(from now to the future.) 

b at Birmingham University (location) 

c contributed to (this isa common verb + preposition 
combination) 

d a leader in (this is a common noun + preposition 
combination) 


1 


2 at;in 3to;on 4at 5 up;to;on; under 6 out of 7 over 
8 between; from; to 9 After; for; in 10in; next to 11 over; by; 
by 12 since 


2 


2for 3to 40n Sinto 60f Zon 8with Yin 10- 
11 about 12 - 


3 


2 similarto 3 concerned with 4 different from 5 involved in 
6 consistent with 7 responsible for 8 interested in 


4 


1 to; of; to; of 2For 3 of 4to; in 5 between 


5 


2 for/with 3 about (= consider) 4into 5 After 6to 7 for/at/ 
in 8In 9in 100n 11 for 12in 13 0n 14in 150n 
16 about 17 for (look for = try to find) 18 for 


6 
2in 3 by 4to/by; of 5 in; from 


7 


2from 3in 4to Sof 6in 7by 8in 9by 10 from 
11 at 12in 13in 140f 15 by 16 of 


Speaking strategies 7 
introductory exercise 


The manager is emphasising the fact that they need a new 
campaign slogan. She stresses this by using the expression 
What we need is. 


1 

... Secondly, with good PR you attract ...; Thirdly, PR also 
deals with ...; Finally, you can also create ... 

2 


2 First and foremost 3A 4B Sfirst 6secondly 7 thirdly 

8 lastly (= the last point) 9 at last (= eventually / after a long 
time) 10 at first (= in the beginning) 11 last but not least 
(Joseph is equally as important as Benny and Hilda) 


3 


2 What they manufacture is lifting equipment. 
3 What we should do is send a questionnaire to some of our 
biggest customers. 
4 This is what we did: we completely redesigned the entry 
and exit points. 
5 What | told everyone was (that) we couldn't afford any more 
delays. 
6 Here’s what I'll do: I'll call a meeting of everyone concerned 
with the Krypak project. 
7 What happened was they closed every branch except the 
one in the capital city. 
8 What | said was (that) I'd be ready to travel at short notice. 
9 This is what we should do: we should check all the figures 
again. 
10 What they hope to do is expand into Latin America. 


Test 7 


1 


2 the results 3 your office 4- 5-;interest rates 6- 7 the 
way 8 productivity 9- 10 money 


2 


2 giving Sam a presentation 3 showed it to her 
4 I'll make him acopy 5 bring me one; buy you a drink 


3 


2 to drink 3 to step down; managing 4to involve 5 to order 
6 preparing 7 (to) compare 8 reading 9 to dominate 

10 making (this describes the level of enjoyment); to be (this 
describes a preference; being is also possible) 11 to miss 

12 asking; to ask 13 to rebrand (they did it, but | 
unsuccessfully) 14 to get 


4 
2e 3b 4a 5c 6d 
5 


1 Can't we just turn it down? 

2 A personal advisor looks after each client in our bank. 

3 ... many people have given up looking for a job. 

4 ... \'d like you to put your proposals forward / put forward 
your proposals. = | 


.. private equity funds are looking out for new acquisitions. 


5. 
6 ... | wrote them down somewhere 
6 


2 through 3.off 4up 5to 6against 
7 


a2in 30f 4o0f 5for 60f 7to 

b 1 by 2in/during/over 30f 40f S5from 6to 

¢ lin 2with 30n 4in Sin 6in 7to 8of 9about 100f 
dtifor 20n 3 between 4after 50n 6in 


Unit 29 


Introductory exercise 
a young, cool, fresh b youthful 


1 


2 successful 3 academic 4 qualified 5 responsible 

6 considerable 7 flexible 8 financial 9 challenging 

10 ambitious 11 determined 12 rewarding 13 profitable 
14 interested (this describes how you feel) 


2 


2 impossible 3 illegal 4 mismanaged (unmanaged means 
that there is no management at all) 5 indecisive 

6 uneconomic 7 dissatisfied (unsatisfied is also possible but is 
much less common) 8 irregular 


3 


1 bad (terrible has a strong meaning so you can't use it with 
very); essential (this has a strong meaning so you can use 
the adverb absolutely) 

2 interested (-ed adjectives describe how someone feels 
about something) 


3 satisfied (-ed adjectives describe how someone feels about 


something); pleasing (this describes results) 
4 exciting; boring (both of these adjectives describe the 
investment) 


4 


2iskeen 3 other companies 4 is simple (use adjectives after 
be) 5 people responsible (responsible people describes the 
type of people) 6 feel valued (use adjectives after fee/) 

7 main customer service (customer service is an adjective of 
purpose here so it comes after main which describes quality) 
8 are happy (use adjectives after be) 9 feel welcome (use 
adjectives after fee!) 10 positive feedback 11 something 
special (use adjectives after indefinite pronouns) 12 good 
job 13 motivated employees 14 demotivated employees 


5 


1 spicy tomato (quality, material) 2 fifty black personalised 
(quantity, colour, purpose) 3 old, stone (age, material); luxury 
sports (quality, purpose) 4 thousand square (quantity, shape); 
huge shopping (size, purpose); underground customer 


~ (quality, purpose); busy pedestrian (quality, purpose) 


6 


2 well-designed 3 fast-moving; high-tech 4 well-known; 
high-profile 5 well-established 6 low-cost 


7 


2.a fast-growing company (change antoa) 3 a well-run 
company (change an toa) 4a high-yield investment 5 well- 
known company 6 low-risk investments 7 fast-moving stock 
market 8 high-tech stocks 


227 


Key 


Unit 30 


introductory exercise 
a locally b organically ¢ immediately 
1 


2 suddenly 3 internally 4 globally 5 Luckily 6 efficiently 
7 completely 8 annually 9 primarily 10 economically 


2 


2anormal bnormally 3 alate blate 4a economical 
b economically 5afast bfast 6aearly bearly 7 a total 
b totally 8ahard bhard 9abad bbadly 10along blong 


3 | 
2 the customer service department can view the customer 
information instantly 3 can address them correctly 4 they 
remember the caller personally 5 the computerised 


receptionist he'ps the customer directly 6 connects them 
immediately 7 can assist them best 


4 


2 We probably need to search 3! am always 4 It’s certainly 
been 5 has actually done 6 Does your company sometimes 
employ 71 always bring back 8 Unfortunately, | 

9! only have 101 seldom attend; I'm usually 


5 


2 remarkably similar 3 grown rapidly (quickly is also possible) 
4 probably give 5 highly profitable 6 entirely different 
7 outlets quickly (rapidly is also possible) 8 heavily dependent 


6 


2 Hopefully 3 probably 4 actually 5 certainly 6 perhaps 
7 maybe 8 really 9 Obviously 10 definitely | 


Unit 31 


Introductory exercise 

a larger; more dynamic 

b more resistant to change 
1 


2 further (or farther) 3 earlier 4 busier 5 longer 6 more 
frequent 7 more crowded 8 worse 9 larger 10 more 
stressful 11 more seriously 12 harder 


2 


2 wider 3thinnerthan 4 more easily 5 longer than 6 better 
7 bigger than 8 heavier than 9 easier 10 more expensive 
than 11 cheaperthan 12 more suitable 


3 


2 more quickly than they do/than them 3 more friendly | 
than them / than they are (friendlier is also possible) 4 more 
effectively than they can/than them 5 bigger than ours (is) 
6 more impressive than theirs (were) 


sa 


2 as strong as (= they are equally good) 3 notas old as (not. 
fess-ofd because old is a short adjective) 4 not as experienced 
/less experienced 5 n't as good as (not fess-geed because 


good is a short adjective) 6 as Jong as (there's a negative in 


hasn't) 7 n't as well qualified as / less well qualified than 

8 n'tas shy 9 (as) quiet as (was less shy and quiet than is 
possible) 10 n't as talkative as /less talkative than 11n't as 
confident /less confident 12 as high as (they are the same) 


5 


2 six times more expensive / as expensive 3 three times 


longer /as long 433% faster 5 three times more likely / as 
likely 6 twice as likely 7 four times more likely / as likely 
8 twice as long 


6 


2 much /far/alot/ more and 3 much/far/alot/less and 

4 slightly / a bit /a little / a little bit 5 much/a lot (far faster 
isn’t very common) 6 much/ far / more and/a lot 7 slightly / 
a bit /a little / a little bit 


7 


Do not use the same word (e.g. much or slightly) in every gap. 
2 much/far/significantly/considerably 3 much/far/ 
significantly/considerably 4 slightly /a little 5 slightly/a 
little 6 much/far/significantly/considerably 7 slightly /a little 


Unit 32 


Introductory exercise 


a biggest, most profitable 

b No. The form of the adjectives that the writer uses (the 
superlative: the biggest and most profitable; the lowest prices) 
shows that he or she thinks there are no other stores which 
are bigger etc. ne 


la 


2 most expensive (you do not need the after the possessive 
EU's) 3 oldest (you do not need the after the possessive 
Europe’s) 4 (the) longest (the is optional as this is an 

adverb) 5 the lowest 6 the wealthiest (more common than 
the most wealthy) 7 the happiest; the least satisfied 8 (the) 
most efficiently (the is optional as this is an adverb) 9 (the) © 
most secure (the is optional as this is an adverb) 


b 


1 Germany 2 Germany, France and Austria 3 Italy 4 France 

5 France and Italy 6 Luxembourg 7 Copenhagen, | 
Luxembourg and Tallinn; Athens, Bucharest and London 

8 Munich, Helsinki, Hamburg and Vienna 9 Denmark, Sweden 
and Finland 


2 


2 ef in the country (use in for places) 3 the mest best 
transport company. (best is the superlative, without most) 

4 the fastest i of all our competitors (use of before the 

thing you compare with) 5 our mestbig biggest 6 our feast 
geed worst (/east good is rare) 7 the least competitive (the 
superlative adjective needs the) 8 the personnel department's 
greatest problem (the possessive ‘s is needed) 9 mestfar 
furthest/farthest (far is a short word with two superlative 
forms) 10 the busyest busiest (spelling change: y to /) 

11 effectivest most effective (effective is a longer word so uses 
most) 12 the tess least often (/ess often is also possible) 


3 


1 the best protected / the most well protected 2 the most 
widely used 3 most rapidly expanding (don't repeat the); 
the most environmentally damaging 4 the most commonly 
asked 

5 The most densely populated 6 the most physically 
demanding; the most badly paid / the worst paid 


4 


1-3 do not need an ordinal because they are all about the first 
item in each graph. 

2 the largest 3 the most profitable 4 the second most 
profitable 5 the third largest 6 the fourth largest 

7 The second most profitable 8 the third most profitable 

9 the third largest 10 the fifth largest 


5 


2 less; the least 3 more 4 (the) most 5 more; (the) most 
6 more; more 


6 


2 most concerned 3 most thoughtful 4 most sincere 5 most 
disappointed 6 most interesting 7 most impressed 8 most 
grateful 


7 


Suggested answers: 

1 | was most disappointed to learn/hear that you have 
withdrawn your application. 

2 | would be most grateful if you could send me a brochure 
for the hotel: 

3 It was most thoughtful of you to invite me to lunch on my 
recent visit. 

4 We would like to send you our most sincere congratulations 
on your award. 


Speaking strategies 8 


introductory exercise 

Tony is the more active listener as he gives a longer reaction 
and responds with a positive comment to what is good news. 
Diana just shows she is listening with a brief response. 

1 

2a/d/e 3d 4h 5g 6f 7b 8a 


2 


2 Really! 3 Have a good trip. 4 That's bad news. / That’s a 
shame. / That's terrible. / That’s awful. 5 That's great/good 
news! / That's great/wonderful! 6 That’s a shame/pity. / That's 
bad news. 


3 


2 right/correct 3 good/great news 4OK/all right 5 right/ 
true 6 good/great/excellent 7 fine/OK/great 8 right/correct 


Test 8 
1 


2 luxurious 3 limited 4 economical 5 easy 6 unsuitable 
7 inexpensive 8 professional 9 assembly 10 financial 
11 valuable/invaluable 12 exciting 


2 


1 removable plastic dental (quality, material, purpose) 

2 leading independent US (opinion, quality, origin); 20,000 
international financial (number, quality, purpose) 

3 innovative, high-quality golf (opinion, quality, purpose) 
4 new environmentally friendly industrial (age, material, 
purpose); traditional organic (quality, material) 


3 


2 The present owners have decided to sell the company, 
but it will be along process. 

3 Product lines affected by the economic downturn include 
luxury goods such as perfumes. 

4 Some money is missing from the safe and | want to know 
who is responsible. 

5 Rising energy costs have forced us to keep prices high. 


4 


2 The Sub-Saharan energy project went well. We also ran a 
similar project in Asia. 

3 Have you worked here long? ‘ 

4 What's the best advertisement you’ve seen lately? 

5 (Unfortunately) | can’t come to this week’s meeting 
(unfortunately), but | can definitely make next week’s. That's 
a promise. 

6 In a job interview, try to answer any questions honestly. 

7 Your appraisal is due soon, isn’t it? Are you nervous about it? 

8 I've rarely seen such impressive results. You really deserve 
your bonus. 


5 


3 importantly 4 will always read always 5 well good 
design 6 just should not just focus on 7 should also look 


toalse 8Y 9 Y 10 well good news 11 need to think 
carefully 12“ 13 work hardly 14 really matter 


6a 


good, better, the best; worse, the worst; expensive, more 
expensive, the most expensive; cheap, cheaper, the cheapest; 
cheaply, more cheaply, the most cheaply; easy, easier, easiest; 
easily, more easily, the most easily 


b 


2 expensive; the second most expensive (the second cheapest 
is also possible); the most expensive 3 alittle / a bit /a little 
bit / slightly better (bigger is also possible); the worst 4 more 
cheaply; the cheapest 5 the second easiest; easier 


Unit 33 


Introductory exercise 


_a Market research, competition, profitability, planning and 


strategy are all singular. They are uncountable and so they 
do not have a plural form. 
b Customers, trends and sales are all plural, countable nouns. 


1 


2 paperwork; document 3 luggage; bags 4 equipment; 
projector 5 chairs; furniture 6 feedback; comment 
7 literature; brochure 8 advertisements; publicity 


2 

1 traffes traffic (uncountable); an investment; a return; 
Visitors 2 infermations information (uncountable); seftwares 
software (uncountable); trainings training (uncountable); 

a guidance (uncountable); hardwares hardware (uncountable) 
3 

2find 3is 4shows Sleads 6is 7is Sneedto Yis 10is 
11is12are 13is 14are 15is 16 leave 17 departs 18 wish 


4 


2 a nice room (a singular countable noun needs a 
determiner) 3 was (traffic is uncountable and and takes a 
singular verb) 4 trips (travel is uncountable) 5 jobs (this | 
use of work is uncountable) 6 experience (this meaning of 
experience is uncountable); a campaign 7 a small business 
(this meaning of business is countable) 8 competitors (the 
countable meaning of competitions is games or contests) 


5 


2 a bottle/glass of 3a bit/piece of 4a bit of 5a bit of 
6 abit of 7 abit/piece of 8abitof 9abit of 10a bit of 


6a 
shorts is are; New furniture and.audio equipment has have; 
earnings from investments was were; The news in Asia are is; 


exports to the EU was were; the pension scheme, which Rave 
has; changes to the current scheme is are 


b 
The union has/have; The management team is/are; the 
company is/are; ALD Insurance is/are 


7 
2 Are 31s/Are 4ls 5Are 


Unit 34 
Introductory exercise 


a The official business link; The US Government; The US Small 
Business Administration; an access point; The nation’s 
businesses 

b Business.gov; government services; information; operations 


1 


2A 3a (university starts with a consonant sound /j/); an (MBA 
starts with a vowel sound /em/) 4a; an (the A is silent in 

hour) 5a; an (the hin honest is silent) 6 an; a (European starts 
with a consonant sound /j/) 


2 


2 a (first mention); the (second mention) 3 the (there is one 
general manager); a (you have more than one friend) 4a 

(first mention); an (one of many opportunities); the (second 
mention); an (first mention) 5 The (I told you about this 
machine before); an (frequency expression) 6a (first mention); 
the (superlative form); the (specific company) 7 an (type of 
job); a (one of many jobs) 8 the (there is one Italian market); 
the (a nationality) 9 a (first mention); the (specific skills); a (one 
of many) 10 the (we know which offer they are talking about); 
an (first mention; starts with a vowel sound /es/) 


3 
2 A the B - (a plural noun) 3 A the (superlative form) B — (day) 


4 A the (superlative form) B - (plural noun) 5 A ~ (uncountable 
noun) B the (a specific noun; we both know about this) 


4 


2 -(acompany name) 3- (uncountable) 4 the (already 
mentioned) 5a (first mention) 6 a (first mention) 
7 a (first mention) 8 the (a specific category of people) 
9 a (one of several) 10 - (uncountable) 11 the (superlative) 
12 - (uncountable noun used in a general way) 13 a (first 
mention) 14 - (uncountable noun used in a general way) 
15 — (uncountable noun used in a general way) 16 the (there 
is only one) 17 —- (uncountable) 18 an (one of several effects) 
5 
2- 3a (first mention) 4 - (noun used in a general way) 

— (plural noun) 6 the (a specific category) 
7 the (a time expression) 8 an (e-commerce starts with a 
vowel sound) 9 a (first mention) 10 — (company name) 
11 - (a festival) 12 the (previously mentioned) 13 a (one of 
many) 14 the (there is only one) 15 - (street name) 16 The 


(specific and already mentioned) 17 a (first mention) 18 the 
(a time expression) 


6 
2- 3the;- 4- 5- 6the 


7 


2- 3the 4the 5- 6 the (they both know about this) 
7 the (there is one design team) 8the 9the 10- 

11 a (one of many possible ideas) 12 an (first mention) 
13 the 14the 15 The (already mentioned) 


Unit 35 


Introductory exercise | 
The words in italics tell you how many/much. 


1 


2 most 3 enough 4Many/A lot of* 5 all 6 much /a lot of* 
7 Some/Alot of 8more 9several 10 afew 11 alittle / 
some 12 many /a lot of* 

* Lots of is possible but is less formal and therefore unlikely in 
a written context. 


2 


2 any (question) 3 some (offer) 4 some (request) 5 any 
(negative sentence) 6 some (affirmative sentence) 7 any 
(negative sentence) 8 no (negative idea after an affirmative 
verb) 9 any (question) 10 no (negative idea after an 
affirmative verb) 11 any (negative sentence) 12 some 
(affirmative sentence) 


3a 


1 afew (sterling is uncountable); aay (any.is usually used with 
a negative verb) 2 rrany (travelling is uncountable); some 
(some of is not usually used with a negative verb) 3 several 
(training is uncountable); atittle (courses is countable and 
plural) 4 afew (time is uncountable here); muek (much isn't 
normally used in simple affirmative statements) 


4a 


2 All / All of (a/l can be used with or without of) 3 A few (do 
not use of as it is before a noun) 4 Most of (use of before the) 


b 


1 no (do not use of before a noun); any of (use of before our) 
2 All of (use of before a pronoun) 3 none of (use none of, not 
no, before a pronoun) 4 All of (a// is used with of before a 
pronoun) 


5 


2 the most (passengers = countable noun) 3 less (revenue = 
uncountable noun) 4 as much (profit = uncountable noun) 

5 the most (profit = uncountable noun) 6 the fewest (seats = 
countable noun) 7 as many (passengers = countable noun) 

8 more (revenue = uncountable noun) 9 fewer / the fewest 
(costs = countable noun) 10 the least (revenue = uncountable 
noun) 11 the most (seats = countable noun) 12 the least 
(profit = uncountable noun) 


6 

2much 3manyof 4few 5Many 6little 7a little 
8 A few of 9 much of 10 many 11 little 12 much of 
7 


2 No insurance company is perfect. 
3 No company can be without a disaster recovery plan. 
4 No small company can afford to ignore its insurer's advice. 


Unit 36 


Introductory exercise 
a your b yourself; yours 
1 


2our 3our 4their 5its 6mine Zits 8My 9your 10 their 
11 yours 12 their own (their is also possible but does not 
show the emphasis that is needed here.) 


2a 


2 British Airways’ 3 Apple’s 4 Lexus’ (the name of the 
company ends in an s so you do not need to add another one 
to make a possessive) 5 Mohamed al-Fayed’s 6 Coca-Cola's 7 
France's 8 the dentist's 


b 
1 Subway's / Starbucks’ 2 In x days’/weeks’/months’ time 


3 


2 Susanna’s 3 tomorrow's 4newsagent’'s 5 No apostrophe 
necessary 6 years’ 7 No apostrophe necessary 8 Mike's 
9 union's 10 company’s 


4 


2 - (relax doesn't need a reflexive pronoun) 3 one another 

4 myself 5 themselves 6 each other's 7 by yourself 

8 himself 9 ourselves 10 yourself (Note that to do a task 
yourself means you do not ask someone else to do it. Compare 
this with to do a task by yourself, which means that you do it 
alone.) | 


5 


2 yours 3 my company’s 4 each other / one another 
5 myself 6 last week’s 7 your 8 themselves 9 my 10 our 


6 


2 at the centre of your future success 3 the advantages of 
this strategy / this strategy’s advantages 4 the needs of the 
average person / the average person’s needs 5 the name of 
the product you are selling 6 any part of the name 7 your 
customers (customers of yours is also possible but very rare 
and rather formal) 8 database of customers (a customers’ 
database would belong to the customers) 


Speaking strategies 9 


Introductory exercise 


this thing = the event they are going to. This could bea 
conference, a meeting, an exhibition or some other work 
related event. The speaker can use thing because the listener 
obviously knows what he/she means here. 

or something = a drink (coffee, tea, or maybe a cold drink) 
possibly with a small snack of some kind 

stuff = possessions of some kind which the speaker needs to 
take to the event. It could be a bag or briefcase with papers 
and office equipment, or if they are staying away overnight, 
it might mean a small case with clean clothes and toiletries. 
Again both speaker and listener know what they are talking 
about. 


1 


2 things (Things often means ‘life in general’ e.g. How are 
things? Stuff isn’t used in this way.) 3 things / stuff 4 thing 
(Thing is very common in spoken English in expressions which 
introduce a point or topic e.g. the thing is, the main thing is, the 
best/worst/important thing is. Stuff isn’t used to mean issue or 
factor.) 5 things 


2 


People often use a mix of formal and informal expressions in 
the same conversation, though stuff should be avoided in very 
formal situations. The first conversation sounds more formal 
sO any expression from B2 would fit here. The second one 
sounds more informal so the expressions from B1 would fit. 
The expressions the speakers actually used are: 

2 and so forth 3 and what have you 4andsoon Sand 
things 6 and stuff 7 and things like that 8 and that kind of 
thing 


3 


You can use all the expressions in section C in each sentence. 
Suggested answer (using some of the original speaker's 
choice of expressions): 

2 and everything 3 and all that sort of stuff 4 and all the rest 
of it 5andeverything 6 and all the rest of it 


4 


Toranything 2 or something; or something like that 
3 or anything like that 4 or something / or anything 


231 


5 


Suggested answers: 

2 Do you fancy a snack or something? 3 Maybe we should 
get a sandwich or something? 4 Do you feel like seeing a film 
or something tonight? 5 Do you want to check your email 

or something? 6 Would you like to get some fresh air or 
something? 

(You can also use or anything in all cases but or something is 
much more common.) 


Test 9 


1 


2 a message; a mistake / some mistake; a price 3 any 
experience 4some feedback 5 a bit of luck /luck 6 work; 
ajob 7a piece of advice 8a drink; tea 9 some research / 
research 10 an order; some machinery; documentation; 
some news 


2 


2 not many 3alittle 4alotof 5 much 6all 7 enough 
8 several 9no 10 any 11 more than 12 many 13 most of 
14a little 15 any 


3 


2the 3a 4the 5- 6the 7the 8An 9- 10- 11a 12the 
13 The 14a 


4 
1 his; her; its 2 mine; my 3 your; our; ours 4 their; theirs 
5 


2 shareholders’ 3 Charles’ 4 weeks’ 5 dentist's 6 yours (no 
apostrophe needed) 


6 


2 herself 3 each other / one another 4 himself 5 yourselves 
6 itself 7 themselves 8 myself 9 ourselves 10 each other / 
one another 


Unit 37 


Introductory exercise 


a who, whose 
b which, that 
c whose 


1 


2 The photocopier which/that arrived two days ago has 
already broken down. 

3 The customer who/that telephoned this morning is waiting 
to see you. 

4 Acolleague who/that has never taken a day off called in sick 
today. 

5 The model that/which was launched nine months ago isn't 
doing very well. 

6 We need to discuss the candidates who/that came for 
interview this morning. 

7 Customers who/that received faulty goods may want a 
refund | 


8 We've decided to close two of our power plants which/that 
are old and becoming dangerous. 


2 


2,5, 6 and 9 are not necessary (they are the object of the 
relative clause) 


3 

2 which 3 which 4who 5 which 6 which 7 which 8 who 
4 

2 who/that 3 whose 4 which/that 5 which/that 6 who 


7 which/that 8 whose 


5 7 
2ewho/that 3awhose 4h which/that 5c who 6b which/ 
that 7g which/that 8 f whose 

6 

2d 3a 4c 5f 6b 


7 
2d 3c 4a 5b 6f Ze 8h 


Unit 38 


Introductory exercise 
when refers to amoment; where refers to markets 


1 

2who 3 whom 4who 5 both are possible (who is less 
formal) 6 whom (this is a formal written context) 

2 

2 where 3 where 4 that/which/- (do not use where with a 
preposition) 5 where 6 that/which/- (do not use where with 
a preposition) 7 where 8 that/which/— (do not use where 
with a preposition) | 

3 

2d where 3b where/- 4awho 5fwho/- 6h when 
7ewhere 8g where 

4 

2 listed 3told 4suggested Strying 6 asking 

7 dissatisfied 8 wanting 

5 


3 to whom you are selling / who are you selling to 47 

5 already sold selling your product 6 ¥ (which/— are also 
possible) 7 basing based on their experience .... 8 where/ 
when you are just trying ... a 

6 


2f 3e 4g 5a 6d 7h 8c 


2 athird of whom 3allof whom 4 few of whom 5 54% of 
whom 6 half of whom 


Unit 39 


Introductory exercise 


a also 
b Despite, However, In spite of 
c Meanwhile 


1 


2 but (This is a contrast. Even though doesn't work here because . 


the information that business people are very busy is not 
Surprising or unexpected) 3 Although (use although at the 
beginning of sentences) 4 Despite (this contrasts two idea in 
the same sentence; however often contrasts with the sentence 
before) 5 However 6 Even though / Although 7 despite 

(use despite in front of the -ing form) 8 but (however is 

usually at the beginning of a sentence) 9 however (however 

is contrasting with the previous sentence) 10 though (use 
though at the end of a sentence to contrast with the previous 
sentence; although makes a contrast within the same sentence) 


2 


2 Although / Even though 3 Despite /In spite of 4 also 5 but 
6 Despite / In spite of 7 as well 8 Although / Even though 


3 


2 The Tokyo Stock Exchange closed down 30 points and 
Germany's Dax index closed 0.7% down as well. 

3 The UK's FTSE 100 index was up 3.2% and France's CAC also 
rose. 

4 Apart from share prices, Corinadities such as oil and gold 
fell too. 

5 Some analysts recommend a cut in interest rates. However, 
this could lead to inflation. / This could, however, lead to 
inflation. / This could lead to inflation, however. (however is 
used most often at the beginning of sentences) 

6 Although the dollar remained steady, some experts have 
predicted a drop in its value. / The dollar remained steady, 
although some experts have predicted a drop in its value. 
(You can use although in both positions. In news reports 
people might use it in the middle position because the 
dollar remained steady is the main focus of the story.) 

7 ‘These problems might seem bad for investors, though they 
are also an opportunity, said a spokesman. /‘Though these 
problems might seem bad for investors, they are also an 
opportunity, said a spokesperson. 

8 Despite the (continued) poor performance of the stock 
market, US investors remain confident / US investors remain 
confident despite the (continued) poor performance of the 
stock market. (continued can be used as an adjective) 


4 


2 After | had been with the company for five years, | became 
Head of UK Sales. / After being with the company ... 

3 | took a part-time MBA while (I was) working for the 
company full time. 

4 | passed my MBA. Soon afterwards, | was promoted to Head 
of Department. 


5 | am planning a career break next year and in the meantime, 


lam teaching at the university. 
6 During my career break in Kenya, | will teach at a school 
there. 


7 Before coming /| come back to the UK, | hope to travel around 
Africa. (not Befere Hvitteomeback <@ See Unit 10 D2) 
8 | want to save a lot of money during my career. Eventually 
| would like to retire and live in the country. / | would like 
to retire eventually and live in the country. / | would like to 
retire and live in the country eventually. 


5 

2 two days beferethat after that / afterwards 3 Everlast 

tee also got involved 4 Altheugh However, people soon 
discovered 5 eventually while/when Everlast was working as 
manager 6 This time, attheugh though/however he sold 


6 


2 whereas 3 subsequently, 4 Nevertheless, 5 Meanwhile, 


7 


2 Furthermore / Moreover / In addition 3 Furthermore / 
Moreover /In addition 41n addition to (before a noun) 
5 Meanwhile 6 Nevertheless 7 Subsequently 


Unit 40 


introductory exercise 


a He needs to spend two nights there. 
b He needs to be able to make it worth the caval time 


1 


2 As/Because/Since the weather was so bad, | decided to take 
the train. 

3 As/Because/Since | wanted to find out more about Russia, | 
decided to invite Galina to lunch. 

4 We changed our insurance because/as/since the premiums 
had become too expensive. 

5 Did he change his job because he was unhappy at PGC? 
(the speaker is guessing why he changed his job so as and 
since are not possible) 

6 As/Because/Since we are expanding so quickly, we need to 
look again at our distribution network. 

7 As/Because/Since it was getting late, we decided to meet - . 
again the next day. 

8 We couldn't contact him because/as/since nobody had an 
address for him. 

9 Did you turn down the job because the salary wasn't 
good enough? (the speaker wants to find out why the 
other person turned down the job so as and since are not 
possible) 


10 As/Because/Since my computer had crashed, | couldn't 


access my emails. 


2 


Suggested answers: 

2 The hotels around the airport were all full. 3 | was very 
hungry 4 But! was too late, and all the restaurants were 
closed. 5 The hotel had no room service after midnight. 

6 The weather was better the next morning 71 couldn't get 
another flight. 8 Nikoleta came to our office a week later 


233 


3 


2 ferestablishing to establish / in order to establish / so as to 


establish 3 promoting their brand-Beeause , because they 
already have 4 fer to /in order to / so as to reduce costs 
5 They have done this as-se so as to avoid 


4 


2 The company has chosen a brand which suggests quality, 
(in order) to appeal to high-income groups. 

3 Gas Co. offers a range of different price options 
(in order) to ensure best value for consumers. 

4 We always give returning customers good discounts, so as 
not to / in order not to lose them to the competition. 

5 Could you give us a reference number, so that we can refer 
to it in our documentation? (the subject is different in both 
sentences so in order to / to- infinitive are not possible) 

6 You should liaise with Mona, so as not to / in order not to 
duplicate work. 


5 
2f 3h 4i 5a 6b 7c 8e 9g 


6 


2 otherwise / or else 3 In that case /|In which case 4 seeing 
that / given that 5 given that / seeing that 6 In which case / 
In that case 7 or else / otherwise 


Speaking strategies 10 


introductory exercise 


In sentence a the speaker uses precise times and 
measurements. In sentence b the speaker uses vague 
expressions: about 20 or so kilometres (= not exactly 20 but 
something like 20); about half past three-ish / around four 

(= not exactly at 3:30 and 4:00, but just before or just after) 
Spoken English, especially informal spoken English, is full of 
vague expressions you can use when you can't be or don't 
need to be precise. 


la 


2 just over3orso 4orthereabouts 5 about 6 just before 
7 about 8 Somewhere in the region of 9 Around about 
10 Roughly 11 Acouple of 12 afew 13 Approximately 
14 Loads! 15 About 16 orso 


2 


1 bin the region of 

2 ain excess of b upwards of 

3 aAgreat many bA large number of 
4 aa great deal of time bsome time 


3 


2 sort of / kind of silver and grey / silver and greyish 3 silvery/ 
silverish grey 4largeish 5 Happyish 6 sort of nice / kind of 
nice / niceish 


Test 10 
1 


2 who 3 which (you cannot use that in a non-defining relative 
clause) 4 who (you must use a relative pronoun in a non- 
defining relative clause) 5 which (discounts are things not 
people) 6 —/ who (who is the object of a defining relative 
clause) 7 whose 8 which/what (the relative pronoun is the 
subject of a defining relative clause) 


2 


2 working 3 that/which 4that/which 5 where 6 held 

7 showing 8 which/that 9 which/that 10 whom 11 which/ 
that 12 who/which/that 13 who 14 which/that 15 whose 
16 which 


3a 


2 There are many big employers locally and quite a lot of 
smaller factories as well. 3 Some companies get involved in 
the area and also sponsor or support local charities. 4 Some 
talented local students find jobs easily. However, it’s harder for 
older people to get a job. 5 They are often not even asked to 
interview some companies despite having more experience. 


b 


2 Sorry, but we couldn't continue working while we were 
waiting for these parts. 

3 We waited all day, and eventually they arrived at 6 pm. 

4 We installed them as quickly as possible, but afterwards we 
realised we still needed another part. 

5 We worked for eight hours on that order and in the 
meantime three more big orders came in. 


4 
2b 3a 4a 5a 6b 


cand 


1.1 


What do you do? 

Who do you work for? 

Is your office near your home? 

How many offices does your company have? 
Where do you work? 

Do you like your job? 

How often do you travel? 

How many days’ holiday do you get? 


Ona URPWrN = 


8 
ool) 


Are you enjoying your job at the moment? Is it going well? 
What projects are you working on at the moment? 

Are you hoping to get promoted soon? 

Are your colleagues learning English too? 

Is anyone in your department looking for a new job? 

How is your company doing this year? 

Is it achieving its goals? 

What is your company investing in? 

Is your boss making any major changes this year? 

Is he or she running your department well? 


OUWUAN AU RPWN— A) 


3.1 


Market share of one of the world’s top mobile phone makers, 
FinTel, is increasing faster than ever before. Meanwhile, its rival, 


WestCom, is expecting a second-quarter loss due to poor sales. 


US-based WestCom is losing market share in several regions, 
including Europe and Asia. FinTel, which sells more than one in 
three of all mobile phones sold globally, has taken over much 
of this market. 


‘FinTel has a very strong product mix, and now there is a good 
opportunity for FinTel to consolidate its position as market 
leader; according to FIM Securities analyst, Jeremy Hilton. 


Weak sales in Asia and Europe this quarter are giving investors 
a real headache. ‘WestCom’s market share is falling rapidly 
and it could continue. As it falls, FinTel is benefiting fromthe 
market share that WestCom has lost; said Danske Markets 
analyst, Thomas Simonsen. 


4.1 


... and as I’m sure you're all aware, over the past few years 
Eastern Water has diversified into other areas, including waste 
management and renewable energy. 


In terms of our core business, I’m pleased to announce we've 
just completed the acquisition of Aqua NE, an American 
water company that has been supplying the consumers of 
New England since 1950. Eastern Water and Aqua NE have 
been working together closely for three years — we've already 
exchanged executives a few times! 


10 


Im personally very proud of this acquisition, our first step into 
the US market. Several other British water companies have 
looked into the US market, but none of them has ever taken 
it very seriously. With this acquisition, Eastern Water has now 
moved from being a regional-based company to being an 
international company. It hasn't been easy, but it has been 
exciting. _ 


The water business has had its problems in recent years, but | 
think we've learned a lot from those problems. 


SS 1.1 


1 Basically, | think we should change the annual performance 
reviews. 

2 You see, personally I'd say that they’re not really effective in 
my opinion. | | 

3 To be honest, the formal interview is a very artificial 
situation, | would say. 

4 Really, twelve months is a long time between reviews, in 
my opinion. 

5 In fact, as far as I’m concerned, as managers, we should 
always be looking at staff performance. 

6 | would have thought that we should review performance 
monthly, to be honest. 

7 Fortunately, staff tell me they’d prefer that too. As a matter 
of fact, some people ask for more feedback. 

8 Obviously, | feel it would be better if we supervised staff 
more closely. 

9 To be honest, as far as I'm concerned, the annual review 

is embarrassing for staff and managers who have a more 

informal relationship the rest of the year. 

And I'd say, clearly some people exaggerate their 

achievements so they get good reviews. And then other 

people don't like to boast, so unfortunately, they don’t do 

so well, of course. 


$$ 1.2 


We need to cut down on travel costs. 

We can use video conferencing. It’s just as good. 
We don't need to go to the branches to talk. 
Travel is bad for the environment. 

You waste so much time travelling. 

People see travel as a mini-holiday. 


Auhwn = 


5.1 


PA: | wanted to book a return flight from London to Paris for 
two people. 

AGENT: When would you like to travel? 

PA: We were hoping to go on Tuesday the 21st, but we were 
wondering if we could book different days coming back - 
the 23rd for one and the 28th for the other. 

AGENT: No problem. What time did you want to travel? 

PA: We need to be there for a ten o'clock meeting on Tuesday 
and we were thinking we might leave the returns open. Is 
that possible? 


AGENT: Of course. There's a flight out which would get you 
there for 9 am. 

PA: We wanted to go business class. How much would that 
pe?” 

AGENT: £332 per person each way. How did you want to pay? 

PA: By credit card. Also, | was wondering if you could add 
these air miles onto my frequent flyer card? 

AGENT: Certainly. I'll book the flights for you now. What were 
the names of the people travelling? 


6.1 


1 How many companies have you worked for? 

2 What subject did you study at university or college? 

3 How many jobs did you apply for when you left university 
or college? 

4 When did you start working for this company? 

5 Has your company expanded since you joined them? 

6 Have you been working on any interesting projects this 
year? 

7 Have you ever spoken at a conference? If so, what did you 
talk about? : 

~ 8 Have you had a pay rise this year? If so, how much did you 
get? 

9 How much time have you spent abroad in your working life 
so far? | 

10 Is this the first time you have studied another language? 


7.1 


4 


In October 2006, Voltra International was in trouble. The 
price of raw materials had been rising steadily, its sales had 
been falling and the company’s shares had already dropped 
in value by 30%. When the board introduced an emergency 
budget in January 2007, few people expected that it would 
transform things so quickly, but in September 2007, the 
company reported a record $15m profit. 

2 

The biotechnology industry grew out of university 
laboratories in the 1980s. The first successful gene transfer 
took place in the early 1970s, and by the end of the decade 
some pharmaceutical companies had started mass-producing 
some proteins. These later became the first drugs of the 
biotechnology industry. By the 1980s, scientists had become 
aware of the commercial potential of their work, and many 
had left the universities to set up their own companies. 

3 

In 2002, the country’s economy looked very unstable. It had a 
budget deficit of 14% of GDP high inflation and slow growth, 
and one of the highest unemployment rates in the OECD. By 
2005, things had improved: government measures had cut 
the budget deficit to 7% of GDP, the inflation rate had gone 
down to 1.6% and was one of the lowest in the OECD. 


8.1 


Originally, only computer experts had some sort of tape drive 
in their home computer and backed up their hard drives. 
Other computer users wouldn't back up as they didn’t know 
how to. And it wasn’t relevant for people using computers at 


Recording script 


work, as their important data used to be on an office server. At 
most, people would occasionally save some of their important 
files on a floppy disc or CD. 


So what has changed and why is it so important to back 

up your computer now? Firstly, we all used to work at large 
desktop computers, but now many people have laptops and 
the chances of them getting damaged are high. Secondly, hard 
drives are now much bigger than they used to be, and contain 


_ far too much data to store on CDs or DVDs. For example, we 
_used to store a few favourite photos in albums, but these days 


we all have thousands of photos stored on our computers. 
Some of our most important memories are often stored on our 
hard drive. Thirdly, the number of people using computers, 
especially children, has risen dramatically in the past decade. 
Before then, children never used to do homework ona 
computer, they always wrote it. Today, the home computer is 
essential for completing homework, and backing up regularly 
makes sure this work isn't lost. 


Today | want to talk to you about continuous back-up 


protection systems ... 


SS 2.1 


1 Well, anyway, it was good to talk to you, Mick. 1’ll get back 
to you. | 

2 What about you, Hilda? What do you think we should do? 

3 Getting back to health and safety, what should we do 
about the smell in the storeroom? 7 

4 Good to see you all here today. Right then. So. Let’s get 
Started, shall we? 

5 Well, thanks for your time, all of you. Maybe we can have 
another call on Monday? 

6 How’s it going, Oliver? Horrible weather, isn’t it? Busy day? 


9.1 


So, how's the economy? | mean, what's inflation going to do 
over the next year? 

YOU: 

| see. And how about house prices - are they going to go up 
or down? 

YOU: 

Uh huh. | guess it’s the same for interest rates too, right? 
YOU: . 

Do you think unemployment is going to rise here? 

YOU; 

And how’s your company doing? Are you going to have a 
difficult year next year? 

YOU: 

What investment plans do you have? 

YOU: 

Hmm. Interesting. And your own job? Do you feel you're 
developing - like, are you going to stay with the company or 
change jobs? 7 

YOU: 

Uh huh. Do you think you're going to get a pay rise or be 
promoted any time soon? 

YOU: 

| see. Well, I’m looking for a new person for the Madrid office. 
Think you might be interested? 


10.1 


My presentation will focus on our online sales strategy and 
will cover five main areas. It'll take about 45 minutes. In the 
first part we'll deal with why we needed a website. Secondly, 
I'll show you who designed the website. Then, I'll outline 
some of the technical problems we had. After that we'll look 
at the online sales so far. Finally, I'll sum up and I'll make some 
recommendations for the future development of the site. I'll 
answer any questions at the end of my presentation. 


11.1 


SIMONE: Are you OK? You're staring into space. 

KARL: Sorry, | was just daydreaming about my holiday next 
week. | can’t wait. This time next week I'll be flying to Mexico 
with my wife. 

SIMONE: Wow, that sounds great! Where will you be staying? 

KARL: We'll be staying with some friends near Mexico. City for 
the first week, and then in Cancun for the second. 

SIMONE: And do you have any particular plans for your trip? 

KARL: Yes, we'll be doing a lot of sightseeing. Our friends will 
be taking us to see the Mayan pyramids — Palenque, Chichén 
Itza and places like that. I’ve always wanted to see them. 

SIMONE: Yes, me too. Lucky you! And what are your plans for 
Cancun? 

KARL: Well, I'll be trying lots of different water sports but my 
wife won't be joining me. She prefers sunbathing! 

SIMONE: Well, I'll be thinking about you while I’m stuck here 
working. I’m so jealous! 


12.1 


LYDIA: Andreas, what do you think growth is likely to be in 
your sector this year? 

ANDREAS: Well, low interest rates are expected to stimulate 
consumer confidence by the second half of this year, so 
we're pretty optimistic in the medium term. But in the short 
term | think we'll continue to see a slight drop in the market, 
and in the immediate future | think we need to continue to 

_ be very careful to minimise risk for investors. —_ 

LYDIA: And what about the general financial picture in the 
foreseeable future? What's your view? 

ANDREAS: Well, after a difficult start to the year, | think that 
things are likely to improve going forward. And actually, 
looking ahead, there is every reason to be optimistic about 
the general global situation. In the long term it’s harder to 
predict, but I'm hopeful that the situation will continue to 
improve. 

LYDIA: Well, it’s good to hear that you're generally optimistic. 

ANDREAS: Yes, | am. 


SS 3.1 


MIGUEL: It’s a bit disappointing. | don’t really like it. Do you? 

ELENA: No. Not really. 

MIGUEL: | just feel that as publicity it’s not reaity projecting the 
image we want. | 

ELENA: | know. | think it looks a bit old "ehioned. 

MIGUEL: It’s sort of weird — it kind of looks like it’s from the 
1980s. 


ELENA: Perhaps that’s deliberate. It’s called ‘retro’ 

MIGUEL: You're probably right. 

ELENA: The marketing message isn't very clear. 

MIGUEL: Yeah. Are the photos slightly out of focus? 

ELENA: Yes, they are — a little bit. 

MIGUEL: We maybe need to get some alternative designs. 


SS 3.2 


Have you got a minute? | just wanted to talk to you about 
Hannah. Maybe this is nothing to worry about, but | mean she 
used to be extremely efficient. And lately she’s — well, if I’m 
totally honest, she’s become a bit absent-minded. She's just 
so easily distracted, you know. Her mind is not on the job at 
all. But she’s such a sensitive person — she really gets upset if 
anyone criticises her. | really don’t want to take disciplinary 
action, but | don’t know what to do. 


13.1 


1 Ill carry one of them. 

2 Will you be able to speak at the sales conference? 

3 Could you give me a price for a business-class flight to 
Bangkok please? 

May | have a room with a sea view ‘ieee 

Yes, of course you can. 

Would you be able to attend our group meeting today? 
Can you come to our showroom personally? . 
I'm sorry, but I’m not able to offer credit. 


On AU A 


14.1 


MANAGER: We want to pay our staff more money without 
increasing their salaries. Have you got any ideas? 

COLLEAGUE: Why not introduce a bonus scheme? 

MANAGER: It’ll take too long. | mean, the results aren't out until 
the new year. 

COLLEAGUE: How about Starting it in January? 

MANAGER: Well, maybe. Anyway, how do you think it should 
work? 

COLLEAGUE: Why don't we link it to staff performance? 

MANAGER: Mmm, | suppose that’s the best option. How do you 
think we should begin? 

COLLEAGUE: What about talking to the staff representatives as 
soon as possible? 

MANAGER: What do you mean by as soon as sossible? 

COLLEAGUE: Let's arrange a meeting for next week, say Tuesday. 

MANAGER: OK, if you think that’s manageable. One more thing. 
Do you think we should announce this yet? 

COLLEAGUE: If | were you, I’d wait until after the first meeting. 

MANAGER: | agree. OK, we'll talk about this again tomorrow. 
morning, shall we? _ 


MANAGER: We want to pay our staff more money without 
increasing their salaries. Have you got any ideas? 


» YOU: 


MANAGER: It'll take too long. | mean the results aren't out until 
the new year. 
YOU: | 
MANAGER: Well, maybe. Anyway, how do you think it should 
work? 
237 


YOU: 

_ MANAGER: Mmm, | suppose that’s the best option. How do you 
think we should begin? 

YOU: 

MANAGER: What do you mean by as soon as possible? 

YOG: 

MANAGER: OK, if you think that’s manageable. One more thing. 
Do you think we should announce this yet? 

YOU: 

MANAGER: | agree. OK, we'll talk about this again tomorrow 
morning, shall we? 


15.1 


We all have some idea of what a bad customer experience is. 
You need to find out the right customer experience that we 
want to deliver in our stores. You can think about this in the 
existing stores. And you might want to consider the new stores 
too, you know, in terms of training. Jean, you told us about the 
lady who set up the Excel store chain and who also worked at 
Prima. Do you want to invite her to talk to us about her own 
experience? Then you can all come up with some ideas about 
what the customer experience should be. Can you organise 
that for the next meeting? In fact, you'd better make a note of 
that, please, Chris. Then finally, don’t forget, everyone needs to 
attend the planning meeting tomorrow at three. 


16.1 


SUzIE: This meeting shouldn't last long. It’s a short agenda. 
Ah, here we are, room 4B. That's funny. The door’s locked. It 
should be open. Robert must have the key. He was using the 
room yesterday afternoon. | 

ALEX: Sarah might have it. | thought | saw her with it earlier. 

SUZIE: | Know she used the room first thing this morning, but 
she said she'd leave it open. It could be in my office. 

ALEX: She may still have it. Why don't you call her? 

SUZIE: ... She says it should be in her desk drawer. I'll go and 
look. It shouldn't take long ... Found it! Now, shall we make 
a Start? 


SS 4.1 


GRAHAM: Lost something, Tanya? 

TANYA: Can't find my agenda. Must be on my desk. 

GRAHAM: Terry made some extra copies. Want one? 

TANYA: Oh, yes. Thanks. 

GRAHAM: Right. Who'll start off? Archie? Got any technical 
problems to talk about? What about the databases and the 
emailing problem? 

ARCHIE: Yes, OK, might as well just mention that. Something to 
do with the Filewiz programme. Trouble is, um, don’t know 
what exactly. | 

GRAHAM: Mm. Maybe it's something to ask Gale in IT to come 
and look at? | 

ARCHIE: Could be, yeah. Depends whether it’s a software 
problem or a server issue. Gale just deals with software, 
really. 

TANYA: Michaela deals with server problems these days, 
doesn’t she? _ 


Be: Recording script 


ARCHIE: Yeah. Think so. Not sure, actually. They're always 
changing people around in IT. 

GRAHAM: Yeah. Must be really confusing for you when you 
don’t know who does what! 

ARCHIE: Yeah. 


17.1 


MARGARET: This is the procedure. If two calls come in at the 
same time, pick up the internal call first and put the other 
call on hold. If there is a call waiting, the light flashes. 


sAM: What do | do if there is an external call for someone in 
the office? 


MARGARET: If you get an external call for Joe Johnson, for 
example, you have to call Joe’s extension number. When Joe 
answers, you usually say who's calling, but if there are other 
phone calls waiting, don’t waste time telling him. Just put 
the call through. 


18.1 


CRISTINA: why do you think the project was so unsuccessful? 

JEFF: Looking back, there were so many mistakes. If we’d 
started the project in January instead of May, we would have 
been able to launch at the right time for the buying season. 

CRISTINA: OK, but | heard that there were delays in sending out 
stock even once the project was established. 

JEFF: Well, yes, we had lots of problems organising the packing 
line. 

CRISTINA: | see. Would you have got more stock out into the 
market on time if you'd organised the packing line better? 
JEFF: Maybe. | think that’s something that we should look at in 

future projects. 

CRISTINA: What about the communication problems? Would 
it have helped if more people had taken Spanish classes 
before moving to the Guatemala office? 

JEFF: Well, as you know, | studied Spanish for several months 
before moving. | certainly think it would've been difficult to 
communicate with my clients if | hadn’t known any Spanish. 

CRISTINA: It’s really important to learn from our mistakes this 
time. If we'd learnt the lessons from our previous ventures 
in Latin America, we wouldn't have had so many problems 
establishing the business in Guatemala. 

JEFF: Yes, if we’d had more support from our other offices, the 
project probably would've succeeded. 


1 9.1 


OFFICE SERVICE MANAGER: We take the safety of our staff 
very seriously here at the bank and the security of all our 
operations is very important to us. 

NEW EMPLOYEE: Uh huh. | see there are a lot of cameras around. 

osm: Yes, the building is monitored by CCTV. The lifts are 
monitored by cameras, too. 

NE: Well, that’s worth knowing — | mean it’s good to know 
you're always being watched. Um... And the security staff at 
the door are fairly strict, I've noticed. 

OSM: That’s right. All employees, um, every employee is 
searched by security staff both when they enter and when 
they leave the building. 


NE: Yeah, I’ve been searched every time I’ve been here, so | 
suppose you're pretty strict on who comes in. 

OSM: Right. We have to be very, um, careful about visitors. 
Their identities are always checked by the receptionists. 
Visitors aren't allowed into the building without a member 
of staff. 

NE: That makes sense. 

osm: One of our more controversial safety measures is drugs 
testing. 

NE: Yes, | heard about that. Is everyone tested? 

osm: Well, they could be, it depends. Members of staff are 
tested randomly for drugs by an outside agency. 

‘NE: Right... 

osm: And our drivers are tested for drugs and alcohol weekly - 
they have to be safe, obviously. 

NE: Of course. And what about data security? 

osm: Well, that’s not my field - the IT group deals with that. 
I'm told that it’s a secure system. | mean, for example, all the 
computer files are scanned by antivirus software every hour. 

Ne: Every hour? 

OSM: Yes, and the data on the servers is backed up daily. 

NE: | see. : 

OSM: So, what else can | tell you? Um, oh, fire alarms. The 
fire alarm is tested by someone in my department - Office 
Services — every Friday. 

NE: Every Friday? 

OSM: Yes, at 11 o'clock in the morning. 


NE: | see, so let’s hope there's never a fire on a Friday morning ~ 


at 11. 

osm: And as a manager you need to know that you have to 
train your team in fire safety procedures. 

NE: | have to? 

OSM: Yes, that’s your responsibility. And staff are tested on the 
procedures regularly. 

Ne: Hmm. 


20.1 


JOURNALIST: What are the main issues you deal with in the 
training you do? 

JAKOB: Well, project management is very complex. It’s mostly 
about asking the right questions. Before a project, you have 
to ask whether it can be done. Is it likely that everything will 
be completed within the timescale? What resources will be 
needed? And so on. 

JOURNALIST: Yes, and even if people prepare before a project, 
the follow-up may not be done. 

JAKOB: Yes, the follow-up mustn't be forgotten. We train 
people to ask the questions: How could things be improved 
next time? What ought to be changed in the future? Could 
the next project be completed more quickly? Which people 
should be informed of the results? So, you can see, there are 
a lot of complex issues. 


SS 5.1 


CUSTOMER: Could you explain the different car insurance 
policies you offer? 

CLERK: Well, there are three basic types. OK? First, there’s third- 
party insurance. 


CUSTOMER: What does that mean, exactly? 

CLERK: Basically, it means you're insured for damage to other 
people's cars. Then the second type is third-party, fire and 
theft. 

CUSTOMER: Could you explain that a bit more for me? 

CLERK: It’s the same as the first type, but you’re also insured if 
your car is stolen or if it’s damaged in a fire. 

CUSTOMER: Perhaps I’ve misunderstood you? So with the 
second type my car is insured against some things? 

CLERK: That's right. And finally, there’s fully comprehensive 
insurance. | 

CUSTOMER: I’m not sure | know what you mean. Could you 
explain that? 

CLERK: It means you're insured against damage to your own 
and other people's cars. It basically covers everything. Why 
don’t you give me your name and phone number and | can 
arrange for an agent to call you with more details? 

CUSTOMER: I'm afraid there’s been a slight misunderstanding. 
I'm not ready to buy a policy. | was just interested in the 
types there are. 


21.1 


1 Who are you working for at the moment? 

2 What projects are you involved in? 

3 How many jobs have you applied for in the last ten years? 
4 Which colleagues do you have lunch with? 

5 Have you ever complained about a colleague? 

6 Who did you complain to? 

7 Does your salary depend on your performance? 


22.1 


NARRATOR: Sure. 
SPEAKER: We met in Paris, didn't we? 


NARRATOR: Unsure. 
SPEAKER: We met in Paris, didn't we? 


NARRATOR: Sure. 
SPEAKER: She’s not in our group, is she? 


NARRATOR: Unsure. 
SPEAKER: She’s not in Our group, is she? 


22.2 


1 You're working on the Westin project, aren't you? 

2 We're not using this version of the spreadsheet any more, 
are we? 

3 Laila’s got a new job, hasn't she? 

We could send them our latest report, couldn't we? 

5 They said they would finish by 4:30, didn’t they? 


# 


22.3 


A: She's the Human Resources Manager, is she? 
B: No, she’s the Financial Controller. 


A: Paul Summers owns the company, does he? 
B: Yes, he actually started it in 1997. 


22.4 


- You work with Charles, do you? 
This is your copy of the business plan, is it? 
They sold their shares in Zetac, did they? 
This voice recorder has a USB connection, does it? 
The design team have sent us a drawing, have they? 
We can get a price quote, can we? 


Auth WD = 


23.1 


1 


A: | was just down in HR and Pam was telling me about the 
new training programme. She was saying that all members 
of staff are now entitled to five days’ training a year. 

B: Oh, it’s funny you should mention that, because someone in 
Production was. asking me about that the other day. | didn't 
know what to tell them as it was the first I'd heard about it. 

A: Yeah, well as | was telling Pam - it’s long overdue. 


2 


A: My bank manager was saying that the branch is very 
involved with the local community. She was saying it’s so 
important these days. 

B: Well, you remember | was telling you about that event | 
went to on social responsibility? All the speakers were saying 
it’s high on the agenda in all the big companies these days. 


3 


A: How much are we paying for buildings insurance? 

B: A lot! We're thinking about changing our insurer next year. 
Leslie was saying it’s agood idea to shop around and get 
several quotes. He was saying we could probably get it much 
cheaper than we’re paying now. 

A: That’s exactly what | was telling him last week but he 
wouldn't listen to me then! 


4 


A: John was asking me about the GHI exhibition. He wanted 
to know if we were going this year. 

B: | don't know. Someone was telling me how expensive it 
was to exhibit there last year with the number of people 
attending. 


24.1 


How many hours a day do you work? 

Who are your biggest clients? 

Who set up the company? 

Why did you join the company? 

What do you like most about your work? 

Do you live near your work? 

Did you go to university or college? 

How long have you worked for the company? 


CON A UU AWN = 


SS 6.1 


A: Let's meet at ten o'clock. 
B: Ten oclock? Ten o'clock, did you say? 


A: Let’s meet at ten o'clock. 
B: OK. Ten o'clock, then. 


Recording script 


SS 6.2 

1 

ALISON: Did you send an agenda? 

GREG: Sorry? Did | send an agenda? Yeah. | emailed it last 
night. Didn't you get it? 

ALISON: Oh, | haven't checked my email this morning yet. 

2. | 

ALISON: You know, | don’t think I've got all the papers here. | 
might want to print a few documents. Do you mind? 

GREG: Sorry? The line just went a bit funny. Can you say that 
again? = 

ALISON: Do you mind if | print a few documents? 


GREG: No, no, no. Go ahead. We'll have a chat while you're 
doing that. 


3 


JENNY: Did you hear about T&G Electronics? | heard that 
they’re going bust. 

GREG: What did you say? 

JENNY: T&G. They're going out of business. They're getting rid 
of people and closing the head office, and | heard that their 
partners in Ireland are in the same position. 

GREG: Pardon? 

JENNY: Their Irish partners — they’re closing down, too. 

GREG: Is that the company that Michael Kelly went to work for? 

JENNY: Yeah. That's right. . 


4 


GREG: OK, let’s start. Jenny, are you going to make an 
announcement about the new performance review 
procedures? 

JENNY: Am | going to make an announcement, did you say? 

GREG: Yes. | 

JENNY: Well, | hadn't thought of doing so today. I'd prefer to 
wait until we have the new forms printed up next month. 

GREG: OK, well, let’s leave that till next time, then. 

JENNY: Sorry? | 

GREG: We can come back to it next time. 

JENNY: OK, thanks. 


5 


LEO: The next thing is pretty serious — it’s about IT security. 
Um, it sounds, from what our IT people are saying, that we’ve 
had a suspected attack by a hacker. 

GREG: A hacker? Wow. That's pretty serious. 

LEO: What they think happened is that someone got through to 
a secure database via the website, so the website and all our 
databases are now closed and out of use. 

GREG: Sorry, | missed that. Does that mean that we can't use 
the system? | 

LEO: Not for the next two days. 


6 


ALISON: OK, I'm going to look at the spreadsheet on my laptop, 
which is plugged in over here. If | speak like this, can you all 
hear? 

GREG: Yes. 

LEO: Yes. 


ALISON: Jenny, can you hear me too? 

JENNY: What? 

ALISON: Can you hear me? 

JENNY: Not very well. Do | need to turn up the volume? 
ALISON: Can you Say that again? 

GREG: Is it my volume that needs to go up? 

ALISON: Probably. 


SS 6.3 


1 | just wondered if you sent an agenda. 
YOU: 
Did you send an agenda? 
2 | might want to print a few documents. Do you mind? 
YOU: 
Can | print some documents? 
3 Did you hear about the closure? 
YOU: 
Did you hear that they're closing the head offices? 
4 Are you going to talk about performance reviews at the 
next meeting? 
YOU: | 
Are you going to talk about performance reviews at the 
next meeting? 
5 The intranet is shut down. 
YOU: 
We can't use the intranet. It’s not working. 
6 Can you hear me at the back of the room? 
YOU: 
| said, ‘Can you hear me?’ 


SS 6.4 


1 Now first of all I’d like to talk about the auditor’s visit. 
YOU: | 

2 They'll need six days to do a complete audit. 
YOU: 

3 We hope they'll be able to start on 22 March. 
YOU: 

4 I\'m going to let them work in the first floor conference room. 
YOU: 

5 They're going to check all staff expenses again. 
YOU: . 

6 Last year they found £800 of fraudulent claims. © 
YOU: 


25.1 


BoB: | wanted to make the point that we shouldn't launch in 
April - there are too many other things happening. | think 
we should delay until May. We can produce the brochure in 
January, samples in February or March, then be ready to ship 
in May. That gives us plenty of time. If we haven't prepared the 
launch properly and have to cancel, that would be far worse. 

ANDREW: OK, thanks, Bob. That sounds sensible. All agreed? 
Right. Vanessa, anything you want to report on the financial 
side? 

VANESSA: | wanted to talk about our investments in Zamrac. If 
we sell now, we may be at a disadvantage. | think we should 
continue to buy over the next few months and then sell in 


the autumn when we have a clearer picture. If we all agree, | 
can confirm with the brokers. 
ANDREW: Right. Well, any comments? 


26.1 


1 My job involves writing software and training programmers. 
How about you? What does your job involve? 

2 Noone ever taught me to type properly. When did you 
learn to type? 

3 My boss often wants me to buy presents for her family. 
What do you think about that? Is it OK for her to ask? 

4 My boss is great. | can’t imagine working for anyone else. 
Is there something you can’t imagine doing at work? 

5 On bad days | can't help thinking I’m in the wrong job. 

Do you ever get days like that? What job would you prefer 
to do? 

6 You should keep quiet, even if you feel like complaining 
about your job to your boss. Do you ever feel like 
complaining about your job? 

7 |never seem to get round to throwing out old papers and 
files. Do you have jobs like that, little things that you never 
seem to do? What do you avoid doing? 

8 | often help my colleagues sort out their personal 
problems. What kinds of things do you help your 
colleagues do? Have you ever had to help a colleague in 
that way? 


27.1 


1 What's the biggest contract your company has taken on 
recently? 

2 What kinds of things do you put off doing at work? 

3 Has your company ever taken over another company? 

4 Is your company going to set up a branch in another 
country? 

5 Is ita good idea for businesses to cut back their training 
during a recession? | 

6 What do you think people should watch out for when 
buying an insurance policy? 

7 Do you know anyone who has ever been laid off? Why and 
when did this happen? 

8 Has demand for your products ever dropped off? If so, why? 

9 Have you ever turned down the offer of a job? Why? 


10 What kinds of things would put you off applying for a 


particular job? 


28.1 


With most of the companies | work for, I'll ask someone to 
think about this question: if you could put one message 
directly into the mind of a prospective customer, what would 
it be? After thinking for a moment, they'll mention something. 
Then I'll talk to a different person and I'll get a different 
answer. In fact, | get as many different answers as there are 
people working for the company! That's bad. 


In general, the only messages that customers are interested in 
are short, powerful and repeated. So every single employee has 
to focus on what the company’s message is, and then they have 
to take responsibility for sharing it — in conversation, on the 


company website, in writing and on the phone. Consistently. 
| 241 


This is called positioning. It means thinking about your 
customers, your competitors, and your goods or services 
while you look for the most powerful words to describe your 
business. It's worth it: good positioning may improve your 
marketing for years! 


SS 7.1 


Let's have a look at the objectives of an effective PR 
strategy. Firstly, PR adds to the good image and reputation 
of the organisation — organisations can use PR to send out 
positive messages about their activities and performance. 
Secondly, with good PR you attract and keep not only 
good customers, but also other parties such as employees, 
shareholders, etc. These other parties are the people that 
the organisation interacts with — I'll come back to that with 
an example in a minute. Thirdly, PR also deals with negative 
publicity, especially when something goes wrong, and can 
help overcome false ideas people might have about the 
organisation. Finally, you can also create good relations with 
the wider community. 


SS 7.2 


Lucy: Right. Let’s start. First of all let’s welcome Bryan Murphy 
from Dublin to our meeting. Now, there are several things 
we need to do. First and foremost, we must find out what 
lrish customers really want. That's the most important thing 
of all. As you know, there are two reasons for opening up in 
lreland: A, it’s got a good economy, and B, Dublin is a great 
city to work in. 

JAMES: Before we go on, | just want to raise the concerns 
over the Ireland plan that we discussed at the last meeting. 
So, first there was the issue of health insurance, secondly 
public holidays in Ireland, thirdly Irish tax laws and lastly the 


exchange rate. We've looked at all four and now at last | think | 


we've solved all the problems we raised in that meeting. 

LUCY: That's good to hear. Now Bryan, at first we found it 
difficult to make contacts in the west of Ireland, but we’ve 
made lots of progress since you joined the team. Thank you 
for all your help. And I'd also like to thank Benny and Hilda 
for getting the Irish website ready so quickly, and last but 
not least, thanks to Joseph for doing the photographs. Thank 
you, everybody. Dublin, here we come! 


29.1 


1 


CUSTOMER: What's on the menu today? 

WAITER: Well sir, we have some lovely fresh Scottish salmon. | 
can also recommend the spicy tomato soup. 

CUSTOMER: They sound good. I'll have the soup to start and 
then the salmon. 


2 


RECEPTIONIST: Good morning, how can | help you? 

PAULA: Hello, it’s Paula from Seymour Ltd. Can | just double- 
check our order, please? 

RECEPTIONIST: Of course. You wanted fifty, black, personalised 
pens, didn’t you? 


Recording script 


3 

SALES REP: Where's your office? 

NEW CLIENT: It’s on Lausanne Road, in that old, stone building - 
number 62. 

SALES REP: Oh yes, | know it, next to the luxury sports car dealer. 


4 


PROPERTY DEVELOPER: SO, if you look at this part of the diagram, 
you can see we've got a thousand square metres of storage 
Space in the basement. Above that there’s a huge shopping 
area and behind the shop we have the underground 
customer car park. 

COLLEAGUE: Sounds good, doesn't it? 

Pp: Yeah, and don't forget the busy pedestrian area out front. 
Thousands of potential customers per hour! 


30.1 


DAVID: Lena, tell me a little bit about recent projects you've 
been working on. 

LENA: Well, basically, we've created a system for monitoring 
attitudes, preferences and needs across Europe, which 
manufacturers of fast-moving consumer goods, such as 
cosmetics or paper products, can use. Hopefully, this will 
give them reliable information to support their products. 

DAVID: But customer attitudes towards fast-moving consumer 
goods have probably been tested on a country-by-country 
basis in Europe many times before now, haven't they? 

LENA: Yes, they have. But in the early days market researchers 
tried to identify the differences between one country and 
another. Nowadays, the fast moving-consumer goods sector 
is actually looking at the similarities with our friends across 
the rest of Europe. That’s why, for example, we've seen pan- 
European and global marketing and advertising campaigns 
from the leading brands. 

DAVID: Yes, there have certainly been changes in advertising 
policy. But is there an advantage in targeting a marketing 
campaign at just one country, perhaps? 

LENA: Yes, maybe. But | think that what our research really shows 
is that we have to think very carefully. Obviously, we are now 
one trading community in Europe, but there are definitely still 
some important differences between the countries. 


31.1 


PERSONNEL MANAGER: So what do you think? | mean, they're 
both good but | think Gisela is the better candidate. Paola 
was not as impressive as Gisela. 

SALES DIRECTOR: Um, | think they’re about equal. For me, Paola 
was just as strong as Gisela. 

Pm: But Paola’s not as old as Gisela and she’s less experienced. 

SD: True, but on the other hand Gisela’s qualifications aren't as 
good as Paola’s. Paola hasn't worked for as long as Gisela, but 
Gisela is less well-qualified than Paola. 

pm: How about personality? | mean Gisela wasn't as shy and 
quiet as Paola. 

SD: Well, Paola wasn't as talkative as Gisela, but | actually think 
Gisela was less confident. And Paola’s test results were also 
as high as Gisela’s. I'd like to offer her the position. 


31.2 


PM: So what do you think? | mean, they're both good but 
| think Gisela is the better candidate. Paola was not as 
impressive as Gisela. 

YOU: 

Pm: But Paola’s not as old as Gisela and she’s less experienced. 

YOU: 

PM: How about personality? | mean Gisela wasn't as shy and as 
quiet Paola. 

YOU: 


31.3 


YOU: 

SD: Um, | think they're about equal. For me, Paola was just as 
strong as Gisela. 

YOU: 

SD: True, but on the other hand Gisela’s qualifications aren't as 
good as Paola’s. Paola hasn’t worked for as long as Gisela, but 
Gisela is less well-qualified than Paola. 

YOU: 

SD: Well, Paola wasn’t as talkative as Gisela, but | actually think 
Gisela was less confident. And Paola’s test results were also 
as high as Gisela’s. I’d like to offer her the position. 


32.1 


Welcome to European Business Today. Europe is one of the 
world’s most attractive markets and many businesses from 
outside the EU have branches or manufacturing bases here. 
But where should a new business locate itself? Where are the 
best places to live? Let’s consider the options. 


Well, if you're looking for a country which will give you a big 
domestic market, then you’re probably looking at Germany. 
Germany has the largest population in the EU, so lots of 
customers close to home. However, the downside is that 
labour costs are pretty high there, along with France and 
Austria. German, Austrian and French workforces are the most 
expensive in the EU25. 


If your company makes products aimed at an older market, 
however, you might well think of setting up in Italy, because 
Italy has the oldest population in Europe and the second- 
oldest population in the world after Japan. 


If you want a long life (and we all do!), then you should 
consider moving to France, because the French live the longest 
in the EU. French men live an average of 75.5 years and women 
83, putting them well ahead of other European countries. 


France and Italy are good places to go if you're wanting an 
early retirement as they have the lowest retirement ages in 
the EU. 


In terms of lifestyle there are other factors to consider, such as 
the standard of living. In terms of per capita GDP, Luxembourg 
is the wealthiest country in the EU, so that is one option. 


The happiest cities in the European Union are Copenhagen, 
Luxembourg and Tallinn, whereas the least satisfied citizens 
are to be found in Athens, Bucharest and London. 


In terms of getting around the city, the public transportation 
systems run most efficiently in Munich, Helsinki, Hamburg 
and Vienna. 


People in Denmark, Sweden and Finland said they felt most 
secure. So Scandinavia is a good place to live as these are 
some of the least corrupt countries in the world. 


SS 8.1 


1 I've failed one of my accountancy exams. 

2 Three new electronics factories have opened just in that 
one small town this year! 

3 Right. I'm setting off for Madrid now. 

4 We're going to have to close some branches — we're losing 
money. 

5 We've just heard we've won a design gold medal! 

6 We won't be able to exhibit at Expoenergy this year. The 
dates don't fit. 


SS 8.2 


1 A: So, shall we say 4 pm on Wednesday 26th for our next 
conference call? 
B: That's great. 
2 A: Solcan contact you on 745 538, and that’s a direct 
line? 
: That's right. 
: Sales are up for the third quarter running. 
: That's good news. 
: I'm afraid delivery is going to be delayed by a day. 
: That's OK. It's not a problem. 
: Customer support is just as important as selling. 
: That's true. 
: They’re giving me a lovely big new office all to myself! 
: That’s great! 
: OK, so we'll have two more meetings before the launch 
date. 
B: That’s fine. 
8 A: So the current rate is $1.45 to the pound, yeah? 
B: That's correct. 


Vi 
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33.1 


ARIANNA: Would you like to share a bottle of mineral water? 

BRONA: Yes, OK. Can | get a glass of orange juice, too? 

ARIANNA: Sure. Now, I'd like to ask you for a piece of advice, 
actually. I’ve had a bit of luck on the stock market and I’ve 
made a bit of cash, and | want to start my own company. 

BRONA: And you need a bit of help from me? 

ARIANNA: Yeah. I've developed a piece of software that searches 
the web. I'd like you to help me do a bit of advertising. We 
could both make a bit of money on it and have a bit of fun, too. 


34.1 


1 A: It took ages to get the photocopier repaired. 
B: | know. We're trying to cut maintenance costs and that 
means delays. 


243 


2 A: Sorry [’m fate. [ had to finish the marketing report you 
asked for. 
B: That's OK. | had loads of emails to deal with. 
3 A: What's the best time to discuss your plans for 
tomorrow’s presentation? 
B: How about Tuesday at 3 o'clock? 
4 A: I've just spoken to Parkers and $60 is the lowest price 
they'll give us. 
B: Well, prices are going up everywhere. | can’t say I’m 
surprised. 
5 A: | need help with finding our delivery schedule. Where 
can | find it on the system? 
B: Didn't you receive the information | emailed you 
yesterday? : 


35.1 


SAM: OK, well, | see that we've got some time left, so do we 
have any other business? Or would you like to go and get 
some lunch? 

CAROL: | have an item. David, can we have some feedback on 
the new catalogue? 

DAVID: It’s a bit early to say just yet. | haven't heard any negative 
comments at least. But, um, actually I’ve got some bad news. 
It looks as if one of our biggest customers, DDE, is going out 
of business. They're not paying any suppliers by the looks of 
things. They’re generating profit but they've got no cash. 

SAM: Do they owe us any money? 

DAVID: Ten thousand. And, you know, there was no warning 
either. | mean we haven't had any problems with them in the 
past. But we’re going to have to make some big changes to 
the budget forecast. 


35.2 


1 Do you have much foreign currency in your wallet? 
2 Do you do much travelling in your job? 

3 -Have you had any training this year? 

4 Do you usually have enough time to have winch 


36.1 


FA: Many investors prefer to make their own investment 
decisions, but if you would like some help with yours, then 
we can certainly provide that. 

CLIENT: That’s great. 

FA: | can assure you that my company’s financial advisors 
are among the best in the UK. We also work well as a 
team, always keeping each other informed of any financial 
opportunities that we find. 

CLIENT: That's good. Well, | have made these decisions myself 
in the past, but with last week's news about the problems in 
the stock market, I've lost confidence. 

FA: Yes, many people have had the same reaction, but I’m sure 
we can help. First, we need to look at your attitude to risk. 
Do you like to take risks, or do you prefer to be safe with 
your money? All investors should ask themselves, ‘Do my 
investments reflect my feelings about risk?’ We all want to 
maximise our income from investments, but we also want to 
feel comfortable with how much risk we're taking, don’t we? 


Recording script 


SS 9.1 


1 


CHRIS: So the summary plan, the one with the objectives and 
so on, is almost done? 

LINDSAY: Yes. | just want to add a bit more on market 
positioning and so forth. Then I'll email it to everyone with 
all the forecast documents and what have you. 

CHRIS: Good. So now we can concentrate on other issues like 
recruiting new staff and so on. 


2 


JO: Hi there. So, can we have a chat about next year’s 
conferences and things? 

SAM: Yeah. I’ve just got all the dates and costs and stuff. 

Jo: Then there's the budget for the website and things like 
that to look at. 

SAM: Yeah. We need somebody to keep it up-to-date, change 
the photographs and that kind of thing. 


37.1 


INTERVIEWER: Welcome to the topic of today’s discussion, which 
is‘Women in the workplace’ First, | would like to ask the panel 
what they believe are the significant issues at this time. 

CHIE: | think that in many companies male and female 
employees can work without discrimination. However, 
sometimes both male and female employees resent family- 
friendly policies, such as maternity leave. They feel that they 
are unfair to people who don't have families. | remember 
one manager who said that women shouldn't have a job and 
a family. 

LISA: For me, the biggest problem at the moment is that there 
are still many talented women who are not being paid as 
much as their male colleagues. Also, women often miss 
out on promotion. The fact that there are very few women 
at senior management level makes me believe there are 
still too many male managers whose attitudes have not 
changed. | feel that it is a great waste not to make full use of 
the strengths of female employees. 

ALINE: The first thing that needs to be done is to publicise the 
issue. Then we need to start working on solutions. These 
solutions should not be vague ideas or initiatives. Instead, it 
is important to set specific targets which all employers can 
try to meet. Then you can create a system of rewards which 
are given to the best employers. We should congratulate 
employers whose record of employing women is good. 

INTERVIEWER: Well, that’s a very interesting start to the | 
discussion. Perhaps we could pick up on your point about ... 


38.1 


RICK: | used to be a successful high flyer, but the company for 
whom | was working went out of business and | was made 
redundant. Being unemployed for a long time really destroys 
your confidence and | was getting to the point where | 
thought that I'd never get another job. Eventually, a suitable 
job came up near to the place | was living at the time. | went 
to meet the technical manager, who | got on very well with, 
and she offered me the job immediately. 


GRAHAM: When | first started, | loved my job on the factory 
floor and | became very good and fast at it. Unfortunately, 
this meant that | was disliked by the people | worked with 
because they weren't as efficient as me. But on a more 
positive note, | was promoted several times, until there came 
a time when | became a full-time manager of a small section 
of the factory. The funny thing is that when this happens 
you get to a point when you don't do any technical work any 
more and | found myself in a situation where | didn’t really 
have enough to do! 


39.1 


Improving productivity isa constant battle in business. 
Working longer hours is a depressing option, though many of 
us choose it. How can we get the same results quicker: how 
can we work smarter? 

My advice may not be very original, but it could be useful for 
business people who have no time to think about their lives 
and working styles. First, multi-tasking. Although many people 
say they are good at multi-tasking, trying to do lots of things at 
once is distracting. Try closing your office door, diverting calls 
to voice mail and doing some real work. Despite making you 
feel busy, multi-tasking often means switching from task to task 
rather than making real progress. 

Email is a great invention. However, it is also a great 
distraction. Even though it may only take up an hour or two 

a day, it’s a significant proportion of your working time. If 

you double the time you spend on activities which produce 
real results and stop doing the others, you will double your 
output, despite only working for the same length of time. 
Concentrate your time on the customers who really matter. 
You might think you are treating some of your customers 
badly, but don't forget that 80% of your profits come from 
20% of your customers. 

Delegation also improves results. When delegating a task, 
however, it doesn’t mean you can sit back and relax; get on 
with another task. 

Working faster, identifying 80/20 tasks and delegating will 

all improve your efficiency. They all benefit from careful 
planning, though. That's my final tip. 


40.1 


JOHN: Focus groups are not just groups of people who answer 
prepared questions, then? 

CLARE: No. Seeing as you want the group just to talk freely 
about how they use a product, it’s a good idea to ask 
them simple, general questions first and just let them 
talk, otherwise you run the risk of focusing too much on 
your own ideas. But in the second stage it’s important 
to test out your own ideas. In that case, you'll probably 
use a questionnaire. Now, seeing that a lot of people find 
questionnaires difficult, and given that you want to get the 
best out of people, it’s important to allow them plenty of 
time to fill them in properly. 

JOHN: In which case, we always have to have two main goals in 
planning a focus group, is that what you're saying? 


CLARE: Yes. You want to collect both spontaneous comments 
and answers to the questions that you've prepared in 
advance, or else you're only doing half the job you set out to 
do. That's very important. 


SS 10.1 


1 INTERVIEWER: How long does it take you to get to work in 
the morning? 
MANAGER: It takes ages. Well, just over an hour. 
2 INTERVIEWER: How far is it? | 
MANAGER: 60 or so kilometres. Yeah, 60 or thereabouts. 
3 INTERVIEWER: What time do you start work? 
MANAGER: It depends, usually about 8:30 or just before. 
4 INTERVIEWER: And when do you leave usually? 
MANAGER: | usually finish at about six. 
5 INTERVIEWER: How much do you think you spend a month 
on commuting? 
MANAGER: Somewhere in the region of €200. 
6 INTERVIEWER: How many hours a week do you work, roughly? 
MANAGER: Around about 45. 
7 INTERVIEWER: How many people work in your company? 
MANAGER: Roughly 560. | 
8 INTERVIEWER: How often do you meet with your boss? 
MANAGER: A couple of times a day, but only for a few 
minutes. 
9 INTERVIEWER: How many emails do you get a day, would you 
say? 
MANAGER: Approximately 30. 


10 INTERVIEWER: How much time do you spend answering 


them? 
MANAGER: Loads! About an hour or so every day. 


$$10.2 


How long does it take you to get to work in the morning? 
How far is it? 

What time do you start work? 

And when do you leave usually? 

How much do you think you spend a month on commuting? 
How many hours a week do you work, roughly? 

How many people work in your company? 

How often do you meet with your boss? 

How many emails do you get a day, would you say? 

How much time do you spend answering them? 
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Appendix 1 Spelling 
EN Verbs 


Al Present simple verbs he/she/it 
“@ See Units 1 and 3. 
: verb ends -s, -ss, -sh, -ch, -x,-Z | + -es [adds a syllable] 
: verb ends -o° | [ees 
: verb ends consonant + y yi tees 


_verb ends vowel + y 


A Have and be are irregular. 


e |/you/we/they have he/she/it has 
e !am you/we/they are he/she/it is 


A2 -ing form 
“@ See Units 2, 5, 9, 11 and 26. 


most verbs 


+-ing 


verb ends -e | remove e + -ing 


verb ends -ee + -ing 


verb ends vowel + 6, g, m,n, p, t double consonant + -ing 


A except if final syllable is not stressed 


verb ends -/ | double / -ing 


A North American English has one / 


verb ends in -ie ie y+-ing 


A3 Past simple 
“@ See Units 5 and 6. 


"Anne ntinenarnPnOORNA MARROW AOE II YOY BV MOAN AA ¥ cae 


| most verbs + -ed 


oo 2 vanastonnarorwonnnnnamantan tnt 


verb ends -e | +-d 
'verb ends consonant + y y—it+-ed 


: verb ends in vowel + y + -ed 
| A except pay, lay, say ay ee 


| verb ends vowel + consonant double consonant + -ed 


| A except if final syllable is not stressed 7 
verb ends -/ double / + -ed 


|ANorthAmericanEnglishhasonei | 


| work - working 
| come - coming ( 


see - seeing 


| get - getting 
| visit — visiting 


| travel — travelling 
_ traveling | 


: lie - lying 


| ; work ~ worked 
like — liked 
try - tried 


work — works; come — comes 
watch — watches; fix — fixes 
go — goes 


_ study - studies 


but be - being 


aansanreorannannaninnwnnrannnnnnanesnnnnnr 


employ —- employed 


| paid, laid, said 


-chat - chatted 
visit — visited - 


travel — travelled 


[:] Adjectives and adverbs 


B1 


B2 


_ Ct 


C2 


Adverbs ending in -ly 
“@ See Unit 30. 


‘<<... °°“ tae ee ee See oeanneineseeOMOnonne Os OLeeANEnEOLE CORES St OtEEH ANAC OLA MERON ERS 


_most adjectives i+-ly direct - directly 


aCe animes. t sms ae A Bn adel seo ig raneeient ame EE eee 


| 
| 
- 


_adjective ends -/ iy ___| careful - carefully 


ace A PAC NAAN ONEROUS NOIRE IASON se ttaNtNNe tite oie asi ei cette oi hs eo asia i aa aaa 


polite - politely 


amarnoamananinnnnaeso trees 


adjective ends -e | ms ly 


 soaeeiemeeeeiaienmeanaannmneaemeneeeeaananemmmemmaeneseamesnnmnamememaamimammmmmmmiaaatial sms 1trateccvoter etter sete sali aii aks ai ahi ON RENO ETE mm 
j F . i 
ad jective ends -le | ey _simple - simply | 


adjective ends consonant +Y J + i+-ly _{busy= busily 


Sct tenetamenanetae ainneieaeneiiienamaieetiatetteaedeemnnmmmemmecemanacatnetal a a APA AAA WP naan anit AW AEAAMIARRAAMAAMIMA RYOHO IAHR NARERSLOAMARA IY onanwsnasanrosoossenseanaanienonwvorasceracenacanssonevonenamasansnrsasensarnnssesasnatannerensoscersaremenvoieirstovectsesonsasswonenenioesssaninusssomannevoccsnchenwaasanseneri 


adjective ends -ic t+ ally ‘economic - economically | 


Se ee eer tat ne cnet ee el i ok CORCAnP COM LLOASSASAMIBLEOEAEPECOOECASESPSEDODSCNCECLSGREHEDELSOSAOEROLLES EMU CCOCCODEEDOCE OMA OnOsELOSIPDETECESUsBEHtLEtbetHOSeaee sett gtr once tent 


Comparative and superlative adjectives and adverbs 
“@ See Units 31 and 32. 


nn 
most words (+ -er/est cheap cheaper cheapest | 
| fast faster fastest | 


3 
AHR AOD BOSE DAHER OOO ER HERI REELS REIS OS ROE MLPA NREL LONE H OPI tt ARPA LHL SLSLIMA TH CLO ELSE MIS LELAEOALLLES ESL PER RLEEROILELEEOP TE ARBOR EALREM DO RRR et oO ORIEL RIAD ORR TALO 


_word ends - -e + -1/-st ‘nice nicer nicest 
thie lh Aly AlN Soe aE Vien ieee ee eer a ee en A ah ees | 

eae ends consonant + y ws i+-er/-est early earlier earliest | 

bs et ee Mn tt EO i I et le eee 

| word ends vowel + consonant _double consonant + -er/-est big bigger biggest 


PvncenvaeenencncnecercsctMeNENPETIBEELISPEBESSE PSION HSE IMSIENCEN EOCOCBENISOOSLEOESOOBESDESEDODIOOOOSE ED RSC BEPEBPESEMIEECOSMEDEDSDEIDIESLIDERSIDSEDOTEDISOULOEOOREEOESIE DCIS ILINUEDIESEESODEBEDESOPIOE ENED POREOTE NCE SECO PACE OROCC LER LENCE DENCE EOPEREDORREBCESELESDSIDSLSPDESOOBSELORSOEBLOSEEEDESPEDIETEOOESEBISSUNSESIOLLSOEESIUEDEDEREDECROECIECOOREOSEI DOME NTENCTENEDLIDEDOUBESPOSIEPOSESLESET BEERS PODOSBESIECESESOTOECECE! NORPRO EMOORPERERONEEE TEE SOOTHE BBOSLCRRROSIDLINORISPNEERSDAESEDOOIPBEOLTEBOESSNID ECT BOCCOCEPSOECENDISIOERADIREINEI DEES Core rboccE cee rbecsioccatccereseenecciaosteneeticcinctecveespotoacesssperespoerssesessessoevesrocceeitenhe 


Regular noun plurals (countable nouns only) 
“@ See Unit 33. 


a one RONEN ISAM DAC EEEEEAAEOMOHI SE BOR A EIHH AE SEORIEREE PAILS SMSO OREN CHAE IO ——— PARSE NKR MHA LAIMA PO PRAIDODO ERI ERAS I RIERA TERRAIN ITO RC ERENT ADORE NOAN ODOR OCARINA 


i 

/most nouns |+-s | car — cars; phone ~ phones 
fe eels alae amar iantine rere ee ar eevee eg aamae MACHA LCCC OCYLOMUUSEELLEAMASLLLEOSACSOONGLOIANYODEOMLASLOOSPOHSHONLLASOSHOOSCELCLSEOESSESSOSEOANIUMGLLCEDCEESSLODNNHSGCEHEARSICHODOOLIOSLLSSLOLLIMSMOONIMMCCCCOENeH ested A SACUUA MECC tr ERAN ESRC AN PHOEEEC EEA 
MOUTMHENAS -5, =55,.=5/, =Ch, =X, -Z _+-es [adds a syllable] “watch - watches; tax — taxes 


EL an nnn 


i 
noun ends vowel + -o + -5 radio — radios | 


ae ik i a <n acisenctasn ane tciaencasttnacnee eo 


A noun ends consonant + o | Pe =e5 | tomato — tomatoes | 


ARATE IORI TRAN RESO LENORE ns 


| diary - diaries 


ndsconsonant+y ss yit-es PPOSAAED LIRR AR AA OREO LBONEDNAIRIDT NINE INC EDEN EE STEER DER HIE NE IDEA RLOOES 


_ noun ends consonant + y Y rl es 


i 
+ -s 


: 
Hy 


er locdnetercentseesnet SSNS HELLO ONReEN tc NSCS RRtE EAN ABNER OS SUR ata nh tthe sean insibntennatanierktntmassersseethntneacnennantensintt 


noun ends vowel + y 


$3onwsonosesratinesesenenoniteitaseatensesoasestnene nemesneniomrontnntti 


ster iaonannstdonnecenecoraniantanossnenssncentconnnrenéreinonttanNs:AbtcoehenaeeLlentSttebt 


irregular noun plurals 


ran See Ca 


omen 


cae AOWCCROL AANA OVEN MC AAIRCPOOECONOLEOCCBEONONS JC OCEEREE MANERA AORSREESUES MNO ASCE BSHCOCERN Ania SnONeeneRenHeseoMaaEeHb Et Anant Ap StOC CRAIN SH CESICERNESC HEHE StteatceccecatetanivannSHenMtenteCsbbeeessemetloveNtbli Ma dceasorectsstocgabnaseiiwutnnaconeesceiMnsteetbceeseciprewecaciceceescvwonnpeinsisicctoealninttostoenten 


child 


{osama ice emma eee 


' 


person 


fpeeemreernernsmnnmmartrmtrn ten Nne RNa net RAHN NRHN 
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Appendices 


Appendix 2 Common prefixes and suffixes 


What are prefixes and suffixes? 


Prefixes come at the beginning of a word, for example dis- in disagree. Sometimes prefixes change the meaning of 
a word. For example, disagree is the opposite of agree. 


Sometimes words with a prefix do not have an equivalent without the prefix, for example collaborate (there is no 
word /aborate). But knowing the prefix can help you with the meaning of the word. 


Suffixes come at the end of a word, for example, -ship in partnership. 
Suffixes tell you what type of word it is, for example a noun, a verb, an adjective or an adverb. Words ending in 
-ment, for example, are nouns: government, agreement. 


Most prefixes and suffixes are part of the word. Some are joined to the word with a hyphen, for example 
anti- in anti-virus. 


Here are some examples of the most frequent prefixes and suffixes in spoken business English. 


EN Prefixes 


actA MCU P NCTM e tRNA PE AAAAHH EA RM OMAIAAr NCADP Anca AMANG AOA htt AAA 


Prefix | Meaning 


100 ROO OED EAH NCE SEOVITIE YOY DD LAOS NY PHT RT MEER AOROOTIE DOORN ASEH Lenin LENE LDCR MORAN AO COSI coon 


en Sto SC ONAHOC HA RNA OME SLRCSES EM AMIOOERASOIENLP SCE AN LPM AREOMSEOOUNSSANAR AAO RY PMROOOCEERSOPIASHSOSIS ANTI OEOIEAO STARA ht OOEOURSCON ROSEY SOA OMNIA LESLEY SUAN IASI SSS AAACN SERNAME UR ISBNON OSEAN EASEIME ULE 


Examples | 


nen ORCI COHN AECL ONSHORE AION TOAD SIDIOI OREO NORTEL SUSHI HE PIRES Due OE HOLD POH ECRIOIOSENY LEE EEN OIDSUIDHIDAE INNES Poa PORES TEA CADIS CONCORDE EC DEH ODP DITEETII 


anti- against anti-virus (software) 


co- with }eoorerate co-worker (N Am Eng) 
collaborate, combine, connect 


i 


disadvantage, disagree, disappear 


aan ntinnnnaananewnanastnntnnhhtinn AR MnAnianitanMianinQnnernnntann 


ii 


| opposite 


previously | ex-student bel | 
not illegal, impossible, indirect, irre irrelevant 
inside, in involve, income, ne, including, inp input — | 
wrongly misunderstand | 
| restart (a computer, resell : 
bigger supermarket, supervisor — 
not _unfortunate, ite, unlikely, unnecessary I 

There are also a number of particles that work like prefixes 
| make less downsize, downgrade, downtime | 
out _ | outside OS ote outline, outcome, outlet, outsource | 
| over | across overnight, overview, overseas, overhead, | 
| more than overdue, overtime, overload, | 
|up | make better papers, upgrade | 


94tcanona tania onanorenesnen teh veo ea ANCCRDN RII DRI E6990 COMER A aRE DD LOOT 


‘Type of word | Examples | 
adjective | available, profitable, unbelievable, comfortable | 


accountant, tenant, assistant : 
important, brilliant, relevant, significant : 


| policy, contingency, consistency, agency 


noun un (person) employee, interviewee, trainee 


cageannnonoiconineenconnessonaneneomneastiss 


ful aoe ____| useful, awful, successful, careful, helpful, wonderful, powerful 
| likelihood 


_| specific, basic, fantastic, realistic. 


adjective . 


Seu | | technical, critical, electrical, physical, r medical 


= identify, justify, modify, cla clarify 


criticism, tourism, mechanism 


| specialist, chemist | 
assist, insist 7 


AAAAAAUREORUANIPAOPODDLLONIEAARIROANY HEISEI ELAM ASIOAMUERNSCOAY ABLE BABOA POI OAAOOORRSGY ANAEMIC EFONARRARUADAEENIIANGASAAAANIEMABANARRALVAKAARAN AA AANA YOO CU AN OO Ovi 


noun n (person) 
verb 


a : 
| 


+ 
g 


verb | advertise, exercise, realise*, revise, advise, organise* apologise* 
noun exercise, enterprise 


“ive | adjective - expensive, effective, massive, active _ | | | 
4 


adjective _ stainless, wireless, pointless, useless 


| management, environment, ‘development, equipment, department 


“ness /noun _ business, fairness, illness, awareness 


: 
a Aannnnnnany LANA ARACO RIOR AASB AAPA AON ERY RRR OOEY tannnannaveaMan annie Aner anenwn as HVA MMAIAN EIEN HARARE IOAN RRO UO 


i 


|_ various, previous, obvious, ridiculous, serious, conscious, edie 0 
_ dangerous 


YLORVOURECON ANU ASABAN AM EONOANY ME RAAAGOIOEE RAC RACORNIABOIUAEEDOOOECBOAII COA MINI ARYAN ANIAAMAAMEDAMCANAIARIAARAAN bP POAOAIOOE UAMRAAAA BAM RAAARM AAI ARAAAIGARARARM RIOR ANSARI 


adjective 


noun 2 relationship; membership, ownership, partnership, dealership, | dealership, leadership 


*These verbs are spelt -ize in North American English. 
B See Appendix 3 (North American English). 
“@ See Unit 29 (Adjectives). 
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Appendix 3 North American English 


The English grammar used in North America is basically the same as British English grammar, but there are some 
small differences, mostly in how often some structures are used and differences in spelling. The main ones are 
listed below. 


PA Verbs << see units 1-12. 


agmiagegae Sanam HHRMA ITI HUH HNMR PETS NRA AAPA AOYAMA OAR OR RUAN RETOAPEN AAT ANCH ASN UPASHNASOAA UMMA TOMMASO SROH AEB SHARON OAPI AHAB ORAS RR TOE AHERN 


i 
Hy 


[ British English _ | | North American English _ 
| People use both negative forms of: People mostly use thes not!‘ re eliotn negative forms 
g | | p y 9g 

he/she/it’s not / you/we/they’re not and he/she/isn’t/ _ of be. 

_you/we/they aren't. _ Isn't and aren't are not as common, especially after | 
ibe. HE/ real fonmbareimer Seo mien 2.2 PIONGUNS: ky 2 _ Ps 8 ee 
Peopi use the present perfect, especially for recent | People use the past simple even for recent events, 
| events, with yet, already and in AUESHONs with ever. and it can be used with yet, already and in questions | 
‘Kellie has already left. _ with ever. 

‘Have you finished your report yet? _ Kellie left already. 

| Have you ever seen the sales training video? _ Did you finish your report yet? 

| Did you ever see the sales training video? 
[a irre ceeror, 
Have got is more common than have. Have i is more common than have got. 

| I’ve got a meeting with Rosie next Tuesday. |_| have a degree in information management. 

| |The past participle of get is got. ft =” “The past participle of get is gotten. / Oe 

| | White-collar crime has got a lot worse. _ White- collar crime has gotten a lot worse. 

| People use going to to talk about the future and their People 2 also use g going to to give directions. a 
| plans. | You’ re going to make aright on Breaaway: 
|We're going to grow our online sales. | | | | 


[3 Modal verbs and expressions <4see Units 9, 13-16. 


rar a aaa 
‘British English _ North American English | 
I- Re i eo gneee tea 
| People say | have to and I ve got to. _ [have to is more common that have got to. | 
I’ve got to a / have to tell you something. | have to work at six tonight. 

| Shallis more common. Shall is less common 

| 


People use shall in suggestions _ People use shall mostly in questions like these: 
| | Shall we start, then? | My boss is alittle -— how shall | say it / how shall we say | 
_or to talk about the future. _ unpredictable? 


| i 
|| shall need to know your decision s« soon. _ Shall | just wait for you to call me? 


| Must is less common 
People use must mostly for speculation and very 


cerecconantennieaiceotse 


(a is more common. 

| People use must mostly for speculation but also for 
i 

H 


: 
| 
necessity. | rarely for necessity. 
We must never do this again. _ It must be difficult to keep costs down. 
z yavanna cor renee YYW INVA R A AIVAMOAAIAN ARIANA ARIA en eet veneer oiteaSnniaannnnnnant aren ihn MAMMA YAN Anni Gavin AAAVMARANAWAMAMAAN . 
People say don ‘teed to or needn't. | People say don't need to not needn't. 
You don't need to / needn't come early tomorrow. — You don't need to come early tomorrow. 


People say Can!/...? more. 
Can / dial you? 


re s038088 


| 

‘May |...?%s less common. 
| | May! help you? 
he 


i 
May!...?is more common. | 


ee ees 7 raseccangoonsgnossecnaenasnaeecemonienanocenesitonsensseaeteandeeneentnntononotnnnonedentecaniemneastonnobinonodeoseaeseneatecenscesceagantobte 


Appendices 


iC Tags “@ See Unit 22. 


British English _ 


Question tags are more common, especially tags to 
confirm information. 
You're a designer, aren't you? 


[s}] Nouns <See unit 33. 


| BritishEnglish 


Accommodation i is vncountsbls, 
_ | Accommodation has to be booked by May. 


‘People use a singular or plural verb after some nouns 
| such as board, company, government, team. 
|The board is/are meeting now. <@ See Unit 33. 


[4] Prepositions <see unit 28. 


British English 


VARA MOUt ANP VIVA PMOL CE SY ANA A A AAW OAR 


People Say for after the present perfect to talk about 
duration. 
haven't been to Paris for a long time. 


| North American in English 


/eoncennoso}egssessescsorconcgnsicansnapsessassonisnesnnseasont ont sbsanocensesnstenanossSseaSseaone sassacatnaauectovesscenanesntnsnssseecceenstenttonsssoghesmnenonteeesSSOaNeGSaecONMNNONNSSORENCORRENANEIIASS 


The tag right? and the very informal tag huh?a are 
| more common than in Europe. 
You worked in sales, right? 

| He's a great guy to work with, huh? 


|North AmericanEnglish 


| haven’ t been to Paris ina long time. 


oreo anieeHH oR AONE ERTIES 


| Accommodation i is nauntatlel, 


| |'We get two nights’ hotel accommedations. 


: People mostly use a singular verb after these nouns. 
| A plural verb is not used in writing. : 


: The company is relocating. (not are-relecating) 


iii lanai 


| North American n English 
People also say in after the present perfect negative 


to talk about duration. 


| 


AEoOs099 96 SSNS NHASNESE SSE SNTEEEAREEN SEE 89989509 S OCOD COHBE ANS SEAN OONE DIENER ED ES IREY 


People say: People say: 
| The office is open Monday to Friday. The office is open Monday through Friday. 
| It’s (a) quarter past five. It’s (a) quarter after five. 
| The office is in Argyle Street. | _ | The: Office is on West 20th Street 
People say: People say: | 
at the weekend / weekends on the weekend / weekends 
different from/to different from/than 


fa Adjectives and adverbs <see units 29, 30. 


British English 


| People say: 

| It was really good/nice etc. 
Likely is an adjective. 

| Inflation is likely to rise next year. 


North American English 


Likely is also an adverb. 
Inflation will likely rise next year. 


aannnnannsnniens AMA nroV Mn AAMAS AAA AMARA 


People also say: 
It was real good/nice etc. 


= __ 
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Appendices 


Speaking strategies “@ See Speaking strategies 3 (Emphasising and softening). 


SEE SENSES HAREOASC OSDIR OIE SSSESES SRN CEREEOU ARENT ESRD CEDIA SADDSSSSSBANA I MU ANISANAMSSASN SE ONREOSSDSSTEATARSIONEOORASSRISSASSIASS SSS MONON EASSIAS MY ANDASSANEAC YS SASS AAROARSSOOASN OHMS BRE NABARL REAR SORAYA ARRANGE SSRN SSSA SEEN SBRE CEES SSRROSESESEABI ANOS SELL SONALI SMEESSLSCABSAERHNANIIRE SUES eReaIEtE tO REA URDIUNRSAMEMRSANSGN AAA OHA RURBSBANU SSR SANERSIAURIAOHASNESN SAC ONESISDENMGS: HUA tate SsatOsen best AR SROSRE MOSIAROSSEZE A/G Rt BRRSEASSSSSGOEAASHAMIY HO AIONAOSSSDSSASECSACDUASHAGAIROMEAGCCSAN 


r 
: British English |North American English 


ee nnernccennmtne SSAA TNA NLL TNT SLL STA SLT NTL TENET TN IR SITES PLE IST PST UN IIR SESE NS SSS ESSERE ES SCO ENN SERENE OS ES SELENE SSIS GSES EOSIN SEES LRONLEO ESE DEEDES ALON TSI EE IEEE ELISEO SESSLER ED SSESSERS EES ESSERE SEORES TELESIS ESS SOONER NEES 


SENSES 


| Sort of is more common than kind ofasa softener. Kind of is more common than sort of as a softener. 


Jeremy i is sort of the decision maker there. J kind of agree with that. 


acon O CONGR IEEE I SENIETONTOREDOEENONNN NHN EN AN ONSEN ON SENDERS ONSHORE SC OESSINENKAN SEED NTO HENCE EGP ND NESSIE SOOOCOOOL 


eeSeeoREHotnoontesotDamtesttoRStO HED CODNGERNODI REINER RCOREEREROGRURDOU ANAC ANOCLIEEREEN AIAN DIMES NER OER SANE ECOSTORE ODI LOO EOEEEOEEEDNEDDOEEIN DDN IDNR CIEE ERC DN ONCOOIEDN 


|| think and | suppose are more common than / guess. I guess i is. more common than / think and | suppose. 
| | suppose if you ‘ve got a ten-year contract, you're OK. guess it’s taken a long time to get this design right. 


SOSH TAA NIA ETN Te NN TEI NARI ETA EIEN IN RI LEME ST LLNS R EINE EN INLINE OOO ISS SANIT ia) | iieagecnniaaie SARAH RARER NOLIN NEIL N SILER ELEN EEE SENSE SS ESSIEN LEE NESSES IGRI ES 


| People often show interest or that they are listening People also say You do? You did? etc., especially in 


| by saying Do you? Did you? etc. [informal conversations. 
A: | work in media relations. | A: ! worked all weekend. 
_B: Do you? That's interesting. 'B: You did? 


sees eatoeR coat aU spe oSboR RYN Uo Sane IEORDDDEL EOD. RN OIMEREHINESIV DH ODOUR E IER TSU WN DR HEROD OROUAEOREROINR as a LAO ANID ARERR INRA RRR RRR UR RARE SV IDV AYRE RTO INE KR PIOUS ESPN RRA RROIEON aera 


‘British English North American English 


ee ee EU REET SHAN EAS NNN 
| 
4 


_-ise is more common with verbs like advertise, Many verbs end in -ize (e.g. organize, ‘realize, 


i 


organise, specialise. Specialize) but advertise, advise, promise, surprise. 
vyse is used for some verbs, e.g. analyse. yee is used for some verbs, e.g. analyze. 


| noun: practice, licence | oun and verb: practice, license 
| verb: practise, license ‘I don't have my driver's license. 
| 
i 


scceasensenretecanssneacessssonesssestessne enh 


Delaying payments is common practice. I'm licensed to practice law in Texas. 


‘ 
| 
| The spelling of these nouns and verbs is different: |The spelling of these nouns and verbs is the same: | 
‘ | 

| 

| 
! need to practise my English more often. | 


ALS NNSA ERO LEEBS SASSI ESP ISLES LANA IOWA OSES OCEO LATED REI CIN BS IES EEN INE SEE ERE SESS TE HEEB ERNE NII PSE PROS OREN SEER IEE DE RA LAENE scciecaaeaeaiiinaaaracaianeneeemnme cen 58 HP CERCA I SEDO CLES SOLAS REED ENCIR EER ALI I OEPEESLEN A ENS OA EOE SL EIEIO ONE CER ELEEEN PSE ESRD IE ISLE SS NLS TSN YR CENTER SED UN RON RS SESS IS EH TRAE CIA HSER ANSON 
. e 
ancel — cancelled, cancelling canceled, canceling 


travel — travelled, travelling traveled, traveling 
‘Verbs stressed on the final syllable have -//: 


| 

[ Participles of verbs ending in -/ have -II: ‘Most verbs have only one -/: 
Re 

| 

| control - controlled, controlling 
: 


H 
| 
| 
instal — installed, installing | 
sina Tlie eonennuaantontin cetonnnseitestenesthostentiostis sath soMnHOntOnteE Mt HIMN SRNR Hoe NR ISONIIA AN CAN EAE ROMOICOLRR HOOK) MOB aR OMA RSA ORO pRcemant tte Haereoe Kotte ngs cicero enmaeainN RR SER HE I RSL R CS ASST SRNL SCR LPIA INNER EOLA AL AMAR EO MEER OUR CR OH oHOR CORRS SaRK OOK cHDOnHOR tO onobeOMnesMONvaetHGonamOoeHKe RONG 
& 
_ The past tense and past participles of some verbs The past participles of these verbs have only one | 
i ‘ 
| have two spellings. epening (-ed). 
| dream - dreamed or dreamt dreamed | 
' 
eae learnt or learned — _|learned 


| These words end in -our: These words end in -or: 
i 


| colour, humour, neighbour color, humor, neighbor 


URAC STERN ARR YY EHO RATA LILES HESIOALE RESPOND LORIE HERAOR TELS LEBEL LEICA PARA SH DRE SREESTEREOI NEEM RN NS REESE TEI IARNM EM RSPR SA CLIAEE IM ER EO A ARH DORR 


| These words end in -ogue: 
analogue, catalogue, dialogue 


LAS ABLDREARE LOPE LCECER REREAD RECORD EUEE OSS OOEAAEEUS ROM NAMES ORL RASA EOON LN ROD OIES 


‘These words end in -og: 
analog, catalog, dialog 


aaa ‘semapibcacumnaa 


i . 
| These words end in -re: These words end in -er: 
centre, kilometre, theatre center, kilometer, theater | 
Dates 
pontine 
‘British English |North American English 


Dates are written as day/month/year, Dates are written as month/day/year. 
J 1/04/2010 = af Ith of April _ _11/04/2010 = November 4th 


Appendix 4 Formal and informal English 


What do formal and informal English mean? 


People change the way they speak or write depending on the situation they are in and the person they are 
communicating with. 
Their English will be more formal or more informal. 


A There are not two different types of English called ‘formal’ and ‘informal’ but there are different levels 
or degrees of formality. 


Written and spoken English can both be either formal or informal. Here are examples of very formal and very 
informal contexts of written and apexeh Engl 


| formal {i informal 


Pe EA RO ESN NEON ORE LEA SOLERO IBLE SSDI OI REET PRINTS TI PPO EEO ICT EOI SETTAB HETETETODBPTEE TEL CTCL HOE ESRI 


Lunchtime conversation with colleague 


o— arilGes = 
: Quick chat at the coffee machine 


Presentation at a conference 
Board meeting 


written Contract letter 
| Minutes of a meeting 


Pe a ae 


A Most of the grammar in this book is ‘neutral’. You can use it in almost all situations. There are notes to 
tell you if something is very informal or very formal. 


Email to a colleague to arrange lunch 
Note to a colleague with a phone message 


| 
| 
| 
| 


There are no strict rules about when to use more formal or more informal English, but here are some general 
guidelines. 


e Your English should be more formal when you are talking or writing to someone you do not know and in 
many work situations. | 

e In some organisations, you may need to communicate more formally with senior colleagues but you can be 
more informal with people at your level. 

e Your English can be more informal when you are talking or writing to someone you know well and in social 
situations. 

e You can communicate with the same person in both informal and more formal English depending on 
the situation. For example, you may speak to your boss formally in meetings at work but more informally 
at lunch. You might write a formal letter to a customer or supplier with a contract, but also write a more 
informal email to arrange to meet for dinner. 


A Informal English is not bad English. It can be just as polite as more formal English. Using it in the right 
situations can make you sound more friendly, fluent and natural. 


What types of grammar and vocabulary do people use in formal and 
informal situations? 


B1 Contractions and full forms of verbs (<@ see Units 1-20) (/’m/1am; don't / do not; haven't / have not, etc.) 


e You can use contractions in all speaking situations and in many types of writing (e.g. emails). 

e People use full forms mostly in very formal letters, reports, contracts and some formal speaking situations 
such as speeches and presentations. But it is difficult to speak using only full forms and you could sound 
slightly strange. 


POPE ENERIRNS AORN EP REEAASNINNI BONY ERP IO ESRANETFONSEDOIOOPLEOMCERSASAORI ESO NNEDYEN DOSED NESSI EO APIMEDR MESES D FONEORERE EERE ERODES 


more formal ‘more informal 


pony aetnneiittometinegmivnentuemsioinonenpetne aac CBuamigudiagasaicnan a ee oa’, ad 
Contractions Fine to use r m, don't, hasn’‘ t,etc.in Fine to use /’m, don't, hasn't, etc. in 
I'm, don't, hasn't, etc. | speaking. | _| speaking. 


nrcenensnesaeennoanseennnente 


smegnoneascanasnasonageensassanensnnennnsapaiensananerensesaneannasacanninesaneentstnt SF SORESRENEEEECONLOONEEEEE SONAL AERLEPOL SSE SNELL SEEAREESES EDIE SAECO SSEP ODES RE RONEN DEEDES IDE ODESSA OES EOE CP EEE SE IOESIOES _eRenctnotene es ntetitet nnesbentanstantactanenteopesantesenan ttn 


Full forms | Use mainly in writing, (e.g. letters, Do not use full forms too much it in 
lam, do not, has not, etc. __| contracts, reports). | either speaking or writing. 
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B2 


B3 


B4 


* povmonoommeneece  _cieorenes 


Verbs and tenses 


In formal written letters the simple forms of verbs often sound more formal than continuous forms. 

e The passive is more common in formal written English than in spoken or informal English. <@ See Unit 19 
(The passive 1) and Unit 20 (The passive 2). 

e Some modal verbs sound more formal , for example, in suggestions, requests and instructions. 
“@ See Unit 14 (Modals 2) and Unit 15 (Modals 3). 

e People often use the past tense in polite requests and questions. <@ See Unit 5 (Past simple and 
continuous). 


ccaaaanasneyervonnnnco ven ansianniie eA Man Sav A Aiton na OMA A AA AAA EP nA AAA A RRA aA SAAAARAA A AKRASRASA AKA AMR KAKA MAMZAXA AAS SAAS AMANO 


| 
i 


\rn aaa nian nnwrnrwn a HiARMAA MARANA YT Afni iMnntanwnarwarn hhh’ AMAA itn Man AMAA AAA nr ninth AAA MA AAI MAA 


; ; a 
/more formal | more informal 


{comeansousn tones conn NTH NENT tee ction orem sche etn nner cs seen hiiteetntntnninemccancneshsoeoneesneuae eso fiir anit easiness bares ensnBAA iE ARENDS 


I'm looking forward to meeting you. 
_We are hoping to complete the project by 


‘simple or continuous | | look forward to meeting you. 
We hope to complete the project by May. 


| | ‘May. 
omen eerie a econo ee eee enh rh hese mht nnn ea hen eens heehee 
Passive |The contract was signed. | They signed the cor contract. 
[ modal verbs | Shall we meet at 10? [ How about meeting at 10? 
| Would/Could you look at the figures? | | Will/Can you look at the figures? 
| May | come in? | Can! come in? 
Joneansareneressnqsaie conten intnondctr tenis ic tteen cOunONeSeNNErNSANADESACES ae seaoecoossnaanAtanennseninensesenenntesinatsss soa ginonnnsedatisont Sennen RAS SNARES e-eeeaemame “r—aeline se CORCORAN AYRE DORIA SIERECANS conaotnooadaagntocentanoscsarsasacescasiocsaneninessasburnsnnananenonentnonesecosse 
“past tense | Did ! you want to talk to me now? _Do you want to talk to me now? | 
Reported speech 


e Like is very informal when it is used for reporting speech. 
e The eka continuous is not used in formal lial to ala speech. “@ See Unit 23 menue pees L: 


[ im | more formal | more informal 

bn ste aa itp RI eed cn sa eS ik eee o— Si 

| like | He said, ‘That's impossible!” | He's like, ‘That's it’s impossible!’ _ 
ee a = " . 

| past continuous fm The CFO explained the new tax rules. _ The CFO was telling us about the new tax 
Z i | rules. 

‘Simple grammar’ 


e People often use shorter, simpler grammar in informal communication. “@ See Speaking etategies 4 
(Simple spoken grammar). 

e There are a number of very common structures in spoken English that some people think are incorrect or 
mistakes. They should not be used in writing. For — there is/was + a plural noun, less + plural noun, 


JAN Annsnatanaashan MARAT DESAY NOMA AA MAYAN AAR LA AANAMASaaaananrcinnnnnannnnannnnnnnnnnanwn! ent taaevnnhantntnnnstnOnHinnnnAoinnnniytAinMAtnnnntnnanrnnntninnintansnnenatiinnniinternntnntinninnnttttttiinntanin comannannnannnsons SRN AARNaNoraniaAranns 


' i 
more formal ‘more informal 


erro rere temo antion ae veep UW aE APT rm tt PE Oe nemo OPENS NNSA RONDA TS OO AAR ANAS 
2 


Simple | ‘Are you leaving now? You leaving now? 
| grammar | Bo you want a coffee? Wanta coffee? 


aes reewoonsentnannnhiver von cnonnesnnnaneiyn aeeAA NO HAMA ASA UN AAA SAMA SAR AANA 


Le Ret ROSE ONT IRTOR RODIN scene ene tneoneoonnencesstsenetnetinotadesinsaticHadeaUORteSascooseocctaNADSRANIRD 


| 
| <nasenngeonssa nH DUtE RODIN cesesenonteeoteononteosanineearereeeaeeuent 
| Grammar ‘We had fewer requests for samples this month. | We had less requests for samples this month. 
| 
| 


ooseeeetantens ns endosesoSEHOHSHS RISER ODN 


‘mistakes’ | There were a lot of people at the shareholders’ | There was a lot of people at the shareholders’ 


i 


/ meeting. |a meeting. 


soveresosteenseseto nse enters at rm ONES SNNe tonto nettreeneresetecsuneeesuren eterno etter tet tn snetenenevese ett etter terete eee nse ietnoseeneetecenrarer tsb bottoms asco nn ANA aA 


groewvitorninnannannrecesioraninentvianvahiniinwbwng 


Other 


e Some phrasal verbs can be more informal, for example, give up (stop), get out of (avoid). 

e People think of some uses of get as informal. Have is more formal than have got. 

e Stuffis avery informal word; things sounds better in formal situations. <@ See Speaking strategies 9 (Vague 
language 1). 

e Some determiners and expressions such as loads (of) and a bit (of) are informal. <@ See Speaking strategies 
10 (Vague language 2) and Unit 31 (Comparisons 1) and Unit 35 (Quantifiers). 
People use most + adjective instead of very or really in formal situations. 
People use more nouns in very formal and especially written English, where they would use verbs in more 
informal and spoken English. 

e Conjunctions such as therefore, as a result, and consequently and in order to are more common in formal 
business ames meine: ‘iliac “@ See Unit 40 (Conjunctions and linking words 2). 


| | more , formal ‘more informal | 
(aA allie RANT Ne : —— a ee eT ee ee ! 
[ph SS intgierate te anot he I sass! | WEY WOR EDEL EP EN @neMAETGeay: | 
iget | | received your letter today. | rT got your letter today. © 
| _ We purchased/bought our cars in Belgium. | We got our cars in Belgium. 
| , | l We have several problems. | ‘We’ ve got: several problems. 
thing/stuff Are these your things | here? | | Is this your stuff here? : 
| quantifiers | There are anumber of MBAs o on our ur staf ~ Tt There are loads of MBAs on our staf | | 
‘most | | would be most grateful for your advice. ! Id be e very/really gr grateful for r your wradvice. | 


aaa a anaemia A ON I CT 


l. 
nouns and verbs | What are your recommendations? What do you recommend? 


| 
| | Completion of the building work will be on | We'll finish the building work on time. 


| _time. | 
conjunctions | Jen's performance has been excellent. Jen's done a great job this year so! think we 
Therefore / As a result / Consequently we | should promote her to senior analyst. 


| | | recommend her promotion to senior analyst. 
‘in order to Z to.. {s taff were laid offi in order to make savings. _| Staff were e laid off to save money. 


ravenna wnnnanveeinivenmnnntennnen PAP MN nev A PAAR AA aA ORAM MAPA E PSMA M PPB ERICH COMAPI POPOV OPC MRO OI PPO BIO PANORIAAMA AMR AAA UAAP A APY  AWMAMA A A  AA VRAAAANAAAI AAAN 


TiC RRR AO TALENTO SB ELIOT: 9 2OEONEE REDO ACIDS HER ESE DOSEN SPOILERS 
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Appendix 5 Irregular verbs 


These are the most frequent verbs with irregular forms which appear in the top 3,000 words in spoken business 
English. 


ossrtoromoneengnd gn eR ERR NN INNES RIRSONIENE TNE UOEETHN SANYAL NAHAS BEE SHIRDI ANGMAR TENN AM YS KARR NCE A NESBA TY AD SURO NOK PEER NITION OO ICERG A DDRODIVIRA NN AURORE DI IRE a ELLE O00HOD SOIR RH RSURDRD LCV SLA Sa aeRO AOR Ns RAR HL abi ioan ser RP POSED SECUREaMSD  SAND, 


| 


‘Infinitive | Past simple F Past participle | 


1 ees .rsgovesvoseesanasnercorenreonortoansnh tient err ethvaastoaenoRcoreontubve mans onA SEANAD TET civpfon neve enoieesereeeonorrntnanwvnverownoesrsoonnNeatict ‘ehercatocoes cacti atebtetson yoyo ye tartevesbteencttoottubtemceaeo} Sdyteecouy tone VAN ev NO OIRO ITOH =U ORDO itDSD Aon bene shu ON ARATE tte ectrevenror rnc trate cbotmaeme ttn ivevebttrrtoerbirivibitelortvittatoatevtobstedethntv Owiv heer ttreoobotevieitt iv otocauesbotbopionwtabneveev#t0 —t 
be _was/were been 

{cents ssanssansnsnsonean es ts hhsinssaneeen n soneosenrneannonencesrettinoreseottttb es btnscsotnttetanentmieeeomseronieeotic eeeteted tet: dacccoreeseits SSOP ote cone eth: renontestoeicetetnan seerseent ao fctEeonosteNoeAsebiGtohte 
' 

beat beat | beaten 

ee gee Lic. a rs kale 


become ‘became ‘become 


3 


a oo 


| 


csncsenenracnaramenscenserorssaiossseccsauanntontetsecoccinansesnsescaccrenntoacseeneeennte: 


i 


blow blew blown 


Josssie nonin aon ib A I eri Nir i etn tive to on emt er 


Savrannnsnwwnneinnacananin naan ananaintnaaaanansnntnnnenniwAnawan natant ihnnnanhnannaninn nnn iaiaanin hatin MaAnn A NNASSAHAIAMANAASANRA 


break broke ‘broken 


aaa aati WYN WAAANRA NRA NAAN AAR AARANAA LAMAN WKAR NAAR AAAMAARAA RAIA ARAAAANANAAARARAMAANIAA ANAS AA AAMAS AMAA AAA NARA KASAM ANNAN oR An enn enn AYA VV IANA IAA SAAIANAARAARMIAR RANA A RANIAAAAIA AA INA IA ANAAAARA MANN 


Fa 


‘bring ‘brought ‘brought 


bh sopgont gee sonnoan ove on it mIENNNsODOD IONE INNES INET O ODN IOHANIEH AANA NNSUADAIN KOREAN TOOLSHED NAN EAN oD ONION ENE ANNONA INIA ASIAN 


broadcast | broadcast broadcast | 


—— a nara enn enna nnnnrenninnvnMnnA Ani 


: i : : 
build built ‘built | 


\ 


| en ere 


scot vest sires HO NNT ENN ROSIN RRND SEEEONEENEERNE OEDEMA cnt ecco: 8a San OBIE RPE Sn EC mUntomnAEERR 


stasis nONeR AAI HAOnnananastnannanataneint yy ROWE PAID MODES AiGPtOtaatan Italy tAARA DYE IAEA APO Orde -eeunneennnnnnnannnnninnnnnnennnananinnanunnnsnntinnnnnnnnsnnnnunnnnnennnntennnnnnnnnnninnnnnsnnn nnn 


buy | ‘bought bought 


sss nnn ananassae ananassae 


| 
aU | 


choose chose chosen 


catch caught 


g : 
> 


i ‘ 
»come ‘came come 


tt ac an en sR ae et me a cle dare 


Hq : 


cost cost 


| aerueearrcete ANWAR YAK NAS A A IRAN ALAN NARMS AAAI SAMARAS AA AAA A ANAM VN SN AA NAA AAA OA MA VA NANA NAN A YA KAA AAS A AAS AANA A EASA SSAA AAAS NAA RANA nanan AYA VA VAAN AAAS ARAL AM AAR A Ai A RN AAA RAA Aten na 
g g | 


i 


| 

cut ‘cut 

oe ee ee > ipa gana iad Dearne renee rr reer rerio sree nee errr 
‘deal ‘dealt 

"pcre anatase amen CS ee eer 

do ‘did 


or 
= 
oO 
= 
Qa 
“ 
Mm 
= 


7 
i 
H 
| 
| 
| 
| 
| 
| 
| 
i 
| 
/ 
| 
| 
| 
| 
| 
| 
| 


| 


fal ‘fell 
feed — 7 | fed ; 


| 
| 
| | 
| 
7 
/ 
| 
| 
om 
=| 
S| 
| 
| 
| 
| 


| 


‘ 
é 


cee eee Hs aoe 
forget forgot, sforgotten 


i 


jet a ere got 
give gave given 
re ——— te a 


Secrecy oe AN et cane asnunnninranandint Atha Ninna anianAAne ARAMA AAMAS a Ta Rrereerreeremmerernen aaron tremens trea natncereasaentnrcteenaciaeerenrcecceccct 


go /went ‘gone | 


| grow | grew grown 


samme aa aN von nina onrninnnitatahtnnrnnnnininnnn 


have had Tl had | 


ese egy me tcc a ara << 
hear heard ined | 


a eran AANA ANA AA ARIANA AH A NH AR A RAR A ASAI AAS IR = poset aaa AMAA A eeenienioeenmenetaeeeees 


Ait Co hit —— hit 
hold 


ee sc eacctecooioontee steer etconmnssniesoviesitane enon HP Wego ante es Peso foneeReE EPR YO CANDIRE RNA EEE NNEG RERODNNEUDNERLENHNAOONRES ONL Ss ea sos psnuneoinsennsonnsecenseaince inti 


‘keep _| kept 


/vesoeonnensnnnanannnn nanantntnant nas AAMAS ANIA AMAA SAA A ARMA OH SALA AAA A 


AAA Anna annnan ata AYA VW AAA AN WA PARAM AAA .sayaarenernrasnanin hin iaManan Mien Aa Ai ha AMMAN AANA aA MAAMAMA AAA AM ARR AMAA AA AANA RRA ona ReaawenaiVns as his tanie iva MSN MAMAN RIAA AMAIAAKAMAAMA an ra AMAA nnhlnnntnn Mannan anna annie ntVriVAnWARn inne enn mn 


| know 


§ ssssomanasnononernenaoeactronensinge carmen sens nannies snattansonasrpatons eaiennsntancnts tat gostnaseigenstonaoheneinnnsan anon se root cones Nncenaansnonanssanneananonnona tenet tonto vant Aa acorn Winona ona onsANA ANNAN 


lead 


3 SERMONS ION prsesoncnnnateseireccestie 
leave 

hie cee ete eaeatetatitnoentntendsiese ds a ne eee eee a 
| lend 


| 


scoseconeanonutnasooscoron onde tanve:eosouecetentatzeecnar oon ttesbectb Set ORS HtOT ECE Ena aC p a EO soRI TEDL eed er ona coToRED bY Tbe Cece c onan oon aaoNT et enu RULER 


Past participle 


Past sim 


i 
i 


esr secpccosine 


_porncctivohowmaironecansctccvosenttenne atone eae intone tuna trvatowittatecteniae nae 


i 


Infinitive 


™ 
ry 
IN 


i 


ese vn naeaononaeneoninionnnoaenionweehnnwete vi SA iRHHO MIA VIIR IRIE SETAE AAA A NAAR AERA AM OH AYIA RANA SAA AAA 


pp 
| 


ae ak ed ee aa a ee = onan es 


- 
| 
| 
| 

~| 
| 
| 
| 
| 


| 
| 
| 
| 
| 
| 
| 


| 
i 
| 
| 
| 
| 
| 
| 
| 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 


EA HARMS WARA A? SAR NINA BIO HA DERAA UMA DSA BUNDLED ELODIE HEH LOAO VPRO SESS OHH 
seer eeao wns ate tntorano gerne ape ASE ASE AEROSOLS BULENT AHH ABAFOHS DEMON ESSeenseE SoA DESIR OMANI RA NOENOR ORATORIO OEE 
Se ying asian nnn AN inven Av SWntannnn AA HI AAMAMARAMAAIAMAR MARANA AQAA AAR MAMA AAA NEAR ARIAAMA SAAMI 


Seeronceecorwr onsen senna senntnes AES ASSO EAE HESS OER GNA on An anennattainannRoN SNR 
g 


'shown/showed 


me) 
S 
jut 
5 | | S| &§ 2 S 
(9) ~ 
oT ou & oO + x= 4 x~ Ci xe i S o 0 2 3 aS Si ¢€s 
wy 3.909 YU O vi vv, £&£ 027 QA Qa 09 fF S&S 64 OL: 5 
pu Ke WA ni Nin nin Ai ALA AL Ww Bianlwe! Si Seisisi sisi s 
eae ihn Baio _— sr nn anna in pncnaninne et ome te ha 


snes ntti ernvsnnnnnnnntnnnnnnshanunnnnt 


| 
Sans een 
ee 7 


| 
ee: eee ee tl 


eeaneonae ace saeco nnatendeaseoncodnuonsntte: tenn CeRKeR Aten oTORTESRE SE OREN OCGDIESE IEC ONNS SMO NOSES Stel cane aA. Ie each Same erate See re cael chetecekt a 


a em ce ail it 


ple 


etree esate nee ee ec : sc 
a eS va 
mi 


oeoeseteooteetaoetneceet se ecco 


_understood 


ROR SOO DOIN EOI ROO OT I IELTS OTE NA HNO NTE EN AL ES ALOT NREL EE SEMEN EOD EE EERE CS PRUNE NED EE 


| 

ge 
=2 

: 


read 
hut 
hrew 


; 
zi 
eee | 


sat 


mittee 


s 


MONASH SS SRE EE DHL EDN NOSSO INE ESSERE SERS SORES A EOS NN nS en iat enn en rin i eR NH SHOE ERHRONINEA HANS 


thought 


' showed 


/-meant 
spent 


PETG COEREECURUCEEUOELOONL EOSIN LERSASSEDRLEISAREBSPRSORSOEDC HOON SEOLSRT HEGEL PEE TOONDN IDS CTESEID NSCEOUAPOOSSENAERS ARLES RD IIEONIND OURO IIASA AROSE PSRGE NOREEN EECA B CEES TRRSUETERI ER OONEEEE APPEAR EEPSIERM SAEED HISEOSANESDNAAEDNSDREDONINEED ARENSON PEDERI ORO ONSEN 


‘put 
Saw 


i 
set 
3 
crn nominnnnniinnntiinhnsnsntiniinnnniininn 


i 
| 
| 
i 
| 
i 
: 
i 


i 
| 
\ 
co | 
3 
: 
i 


ta bit st ional iptv a asia ttt aio atom 
5 ; 
3 : 


i 


ee ater ereronensneaeeneeeee Jrnseonsnnvvntsentanesoonens 


nnn nin 
let 
A 
lost 


cI UA OS SRR ODO ERA KREDI REL OER D038 OORT IMU NINERS OPED OR ROH UONOUETE URMHINOOREEHOK HHOIORRCHEN EHSERRLONRRUO EH 


3 
| 
| 
| 
| 
| 
| 
| 
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Appendix 6 Verb patterns 
Verbs followed by -ing 


Al These verbs are followed by -ing. 


admit | dread justify 
avoid — enjoy . love 
can'thelp fancy | like (enjoy) 
consider feel like mention 
delay | finish mind 
deny hate | miss 
detest imagine | postpone 
dislike involve risk 


| avoid / enjoy / can’t help / don’t mind working late. 


A2 Verbs with prepositions and most phrasal verbs are followed by -ing. 


base on get around to look into 
carry on: ; get into put off 
come up with get on with put up with 
decide on , go on (continue) relyon 
depend on give up talk about 
do away with keep on think about 
endup insist on workon 
forget about look forward to worry about 


If we carry on/get around to/get on with / insist on updating the database, the information flow will be much better. 


Verbs followed by to-infinitive 


These verbs are followed by to-infinitive. | 


afford deserve — | plan 
agree expect | prepare 
appear fail pretend 
aim guarantee promise 
arrange help (also with infinitive without to) - propose 
ask hesitate refuse 
attempt hope | seem 
choose intend tend 
claim | learn | threaten 
dare (affirmative only) long — train 
decide manage | want. 
decline neglect wish 
demand _ Offer | : would like/love/hate/prefer 


Can we afford / promise / threaten to take legal action? 


Verbs followed by -ing or to-infinitive 


C1 These verbs can be followed by -ing or the to-infinitive with no change in meaning. 


begin hate 
bother a eo 4k | intend 
can't bear like 
can’t stand | love 
continue a : prefer 


Don't bother to write / writing. Just call me. 
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C2 


These verbs can be followed by -ing or the to-infinitive with a change in meaning. 
forget remember 

goon - | stop 

mean , | try 

need : want 

regret 


| remember meeting you last year. Remember to call me when you arrive. 


Verb + infinitive without to 


These verbs are followed by the infinitive without to. 


-modal verbs (can, could, may, might, must, ought to, should) 


_ help (also with to-infinitive) 


had better 


_ would rather 


Can you help sort out this problem? We‘d better look at it together. 


Verb + object + to-infinitive 


These verbs are followed by an object and the to-infinitive. 


advise forbid | recommend 

allow | force remind 

ask | | get (persuade) request 

challenge help | teach 

command instruct tell 

direct invite | urge 

enable mean (intend) ~want 

encourage order warn 

expect persuade would like/love/prefer/hate 


My boss encouraged/forced/invited/wanted me to go to the conference. 


Verb + object + infinitive without to 


G2 


These verbs are followed by an object and the infinitive without to. 
help 

let : 

make (= to tell or to force; use in active not passive form) 

sense verbs (feel, hear, notice, see, watch) 


We help/make/let our staff find their own solutions to problems. . 


Difficult verbs: suggest, recommend 


suggest 


| suggest(ed) taking the M6 motorway. 
| suggest (that) you take the M6 motorway. 


The most common way of using suggest in speaking is what I (would) suggest is that ... 


What (would) suggest is that we go to an advertising agency. 


recommend 


| don’t recommend you do that. | 
We were recommended to accept the most expensive proposal. 


The most common way of using recommend in speaking is nec ininnene + noun/pronoun. 


| don’t recommend that. / this system. / those cernuiee 
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Oh no! | left my wallet in New York/in the office / in the drawer. 


Appendix 7 Prepositions 


PB Prepositions of place or movement 


Prepositions of place 


above (ina higher position than something or someone else) 


Jessica works in the office above the accounts department. / niiove 
There are two people above me in my department - my manager and her boss. 


at (an exact location or particular place) 
I'm going to be at home/at a conference tomorrow. 


behind (at the back of) | 7 ee 
. rT below 


Paul's standing behind that tall man. 


below (ina lower position) 


HR are on the floor below the finance team. / The two staff below me deal directly with our corporate clients. 


between (in the space that separates two people, places or objects) 
Our city branch is between the supermarket and the post office. 


by (near, at the side of) 
| sit by the window. 


from (the place where something starts) 
You can drive from the airport to the city centre in 20 minutes. 


in (inside a container, place or area) 


infront of (close to the front part of something) 


There’ a visitor's car park in front of the factory. i <a> 1 


opposite (ina position on the other side; facing) 


Her office is opposite ours, on the other side of the road. 
opposite 


near (not far away) 
Their HQ is near London — only 20km away. 


next to (two things that are close, with nothing between them) rs 
You left your glasses next to the book you were reading. 

on (ina position above something else, touching it) 

Can you hear me? I'm on the train. / The meeting room is near reception, on the right. 


over (above or higher than something else) over 
The light over my desk isn’t working. 


under (ina position lower or below something else) 
| keep a spare pair of shoes under my desk. / The restaurant is under new management. 


Prepositions of movement 


across (from one side to the other, with clear limits, such as a road) g 
The cycle courier can get across the city more quickly than a car. across 
along (from one part to another) 

Walk along Station Road for about five minutes. We're on the left, by the gym. 


around/round (ina direction going along the edge of or from one part to another) 
We drove around the town for ages, but we still couldn't find your office. 


down (toa lower position from a higher one) 
If there’s a fire, walk down the stairs to your nearest exit. 


into (towards an enclosed space, and about to be enclosed by it) 
| walked into the meeting room where everyone was waiting for me. 


out of (no longer ina certain position) 
Could you pass me the red folder? | need to take some documents out of it. 


over (like across — from one side to another) 
At rush hour the smog spreads over the city. 


past (toa position that is further than a particular point) 
Go past the industrial estate and turn left. 


through (from one end or side of something, to the other) 
The new tram goes through the city centre. 


to (in.the direction of) 
/ usually walk to work. / The FTSE fell to its lowest point for three months on Tuesday. 


towards (in the direction of someone or something; moving closer) 
The board is working towards an agreement with the unions. 


up (toa higher position) 
You have to drive up a steep hill to get there. 


Prepositions of time 


after (something else has happened) 
Hans arrived 10 minutes after lunch. 


at (use with clock times or particular time) 
We can meet at 10:00 or at lunchtime. 


before (at or during a time earlier) 
Don't phone before 11:00. /! won't be at my desk. 


between (in the period of time that separates two different times or events) 
Next week, I'll only be in the office between Monday and Wednesday. 
by (not later than) 

Please complete the report by Friday. 

during (from the beginning to the end of a particular period) 
I'm sorry, | couldn't take your call during the meeting. 

for (an amount of time) 

I've worked here for 12 years. 

in (during part or all of a period of time) 

I'l see you in the morning /in May /in ten days. 

on (use with days of the week or dates) 

Will you be at the meeting on Monday/on 4"" June? 

over (while doing something) 

The conference will take place over two days. 


since (from a particular time in the past until a later time, or until now) 
The company has been in business since 1935. 


until/till (up to the time that) 


We'll continue the research until/till next year. 
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[4 Verbs and prepositions 


C1 These are some of the most common verb and preposition combinations in business English. 


affordto depend on refer to 

apply for focus on result from/in 
agree with*/to**/on** forget about speak to 

ask about | hear about**/from* specialise in 
belong to invest in talk about*/to** 
compare with know about think about 
compete with/against lead to wait for 

complain about**/to* learn about worry about 
comply with listen to work as 

consist of look for work with*/for* — 
cooperate with — pay for work on ** 
decide on - qualify for write to*/about** 


*=someone ** = something 


We can't afford to buy this machine. 
This report consists of 50 pages and an appendix. 


C2 Byis most commonly used in passive structures. 


US stocks are setting record highs, boosted by very low interest rates. 
The supermarket chain is owned by Tengelmann Group of Germany. 


C3 Common business-related verbs that don’t take a preposition include lack, (tele)phone, meet, discuss, 
emphasise and stress. 


I think the first candidate lacks any ambition (not tacks-of) 
Lets discuss this at our next meeting (not discuss-about) 


Adjectives and prepositions 


These are some of the most common adjective and preposition combinations in business English. Common 
negative prefixes are included in brackets. 


careful about/with bad at | dependent on 

~ (un)clear about good for | responsible for 
concerned about bad for responsible to 
excited about different from/to answerable to 
(un)happy about (too) late for similar to 
optimistic about famous for used to 
pessimisticabout = _ (un)suitable for concerned with 
serious about interested in (in)compatible with 
worried about involved in (in)consistent with 
good at richin _(un)popular with 


Honda is famous for its engine technology. 
I'm answerable to my line manager, the marketing director. 
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Nouns and prepositions 


These are some of the most common noun and preposition combinations in business English. 


ability in 

advice.on 

agreement with*/on** 
alternative to 

answer to 

application for 
benefit from**/of** 
complaint about 


~ concern.about 


competition with 
cooperation with 
cost of — 
dependence on 
excitement about 


*=someone ** = something 


experience in**/of** 
help from*/with** 
interest in 
involvement in 
knowledge about 
lack of | 

means of 

method of 
optimism about 
payment for 
pessimism about 
popularity with*/of** 
price of 
qualification for 


We have received a complaint about our service. 
Have you got much experience in marketing? 


Prepositional phrases 


reason for 


_ reference to 


reply to 
responsibility for 
result of 
similarity to 
solution to 
success at 
suitability for 
taxon 

trouble with 
worry about 


These are some of the most common prepositional expressions used in business English. 


at a good/low/high price 
at cost.price 

at a profit/loss 

at short notice 

at risk 

at this stage/point 

at your convenience 

by mail/post/phone 

by car/train/truck 

by law 

by mistake — 

for breakfast/lunch etc. 
for a while 

for/on sale 


Can you pay in cash? 


for years/ages 


in advance 

in cash 

in charge (of) 

in conversation 

in credit/debt 

in favour (of) 

in general/particular 


_ina hurry 


in person 
instock — 

in terms of 
in touch with 
in writing 


I'm afraid the coffee machine is out of order, 


on business 
on the Internet (website) 


_ onthe market 


on loan 
on order 


onthe phone 


out of order 


out of stock 
out of date 


out of business 
under discussion 
up-to date 

with reference (to) 
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Appendix 8 Saying numbers, weights and measures 
Saying numbers 


A1 


A2 


A3 


A& 


Large ee 

| Written* | Spoken _ 

1,000,000, 000 " abillion 

| 1,000,000 | | a million 

100,000 _ ahundred thousand 

10,000 _ ten thousand 

| 1,000 a thousand | 
IL 100 _ ahundred (one hundred sounds more formal than a hundred) 


z 
manuanassaseseossonssossoenccenacsnansarsseecoveccesttansesicatsenssossencocberactvaersesovsesecovusssaionetestessbssessenansoassecccrtecomeseesocscocssnsesssisalsonseriseracctoceescresessonabésusasisesasessoseosetcesasssnsccssaneeesénstassssastestetcectoepeensreenoooccecessuiessessesssssococoetoccpsttes te Baeecanisssasasstenertstocunscateerecenéststéseissscenereecticetoctcesmeesentnnenasesssnssnsntoertsessessssaertienenssstroetsinsesotsesiatsa. ohnententewennenennidaeiionnanssanvnrsbessieucntnnnnnnenntaeress wunnanaannaraveree sna sarerareveviannanensnnnonnivanne ANAEMIA 


* Write numbers of 1,000 + with a comma (,) in front of every thousand. 


When you say large numbers follow this pattern: 

2,348,678, 987 = two billion, three hundred and forty-eight million, six hundred and seventy-eight thousand, 
nine hundred and eighty-seven. 

In American English, and is not used after the hundred (987 = nine hundred eighty seven). 


A Do not make exact numbers plural: ten million dollars (not ten-mittions-detars). You can use plurals 
when you are talking in a general way: Millions of people bought this product. 


The number 0 


You can say O in three ways: zero, oh or nought. 

In British English, people use oh in telephone numbers, reference or account numbers, and hotel room 
numbers. 

My phone number? It’s oh two oh seven six one oh eight five. 207 61085) 

I'm in room nine oh three. (903) 


In British English, people use nought if it is the only number before.a decimal (and oh after the point). 
Nought point oh four (0.04) 

You can Say zero in any situation. 

Call me on zero three zero one two eight zero one four. (0301 28014) 

Room two zero one, please. (201) 

Zero point zero two (0.02) 


Decimal numbers and money 


In British English, people say each individual number after a decimal point. In American English, people use 
whole numbers. 

2.754 = two point seven five four (UK); two point seven hundred fifty four (US) 

You can say whole numbers after the point in British English when you are talking about money. 

£6.45 = six pounds forty five or six pounds forty five pence (not sixpeundsfourfe) 


Telephone numbers 


People often say telephone numbers individually with a pause after two or three numbers to make it easier for 
people to understand. 

703 2178 = seven oh three, two one, seven eight 

(not sever fundred-andthree-twenty ene seventy efght) 

When two numbers are the same you can use double; when three numbers are the same you can use triple or 
treble. 

566 21555 = five double six, two one, treble/triple five 


A5 


A6 


A6 


| 10z/ one ounce 


Dates 


‘Written* | Spoken 


SORES SISOS ETERS L LE LES SELLE EEE SELON INE LOE LE LE LL SIE LLL LE IEEE ESSER LEER ERO IEET wm oe RaRRR RARER ANY SAS ROARNAE 


| E 4st May / May 1°*/ 1 May / May 1 the first of May / May the first (but May first in the US) 
2nd 7 3°97 4" May th second/third/fourth of May / May the second/third/fourth 
1998 _ |nineteen ninety eight 

2010 | ___|two thousand and ten / twenty ten 


ss SSSeN RO RISHARESSSSONEESASSNNDSSINSSSSSDSEIDRSOSNEENISESSSONAHAHHSS SENSES EEN OSI ONE HNN SEN EOD ES RS ED ND NONE NISN NN IEE EOIED 


secssee 


In British eats Pes neue write oan OR EY oe Americans usually write the month first. 


L5/ 1 2/63 , | | | | ithe fifth of December nineteen sixty three (UK) | 
| 5/12/63 | | | May twelfth nineteen sixty three (US) 


Other numbers 


a a aa eee ssc toacostavanooeoncecaio it tonntonttOSHOOONONERR CORNERO i iii aa a a a ee mana a 


'Written* i [Spoken | 
~ SRA LANE PAI LOE I GLIAL SESE IEEE EERE ELE AEA ASLEEP SIERESIIS ESLER ELLEEEE EES ELLE LOSER EERE LSE BESETES ELLE VERE ESE PELE ELISE ENS RES ESOS ITE LESLIE RIESE LBS ISEL LOSES LEESEL REESE EEE LEE ELSES SELE EB IGELEELE EBLE GOTE BELLE PLELE LSE BEE ALLIEN PEALE LEBEL LEE ELE LEBEL ELLE IEEE ELE BELLE a 
25% twenty five per cent 


mrss 


Ya _a quarter 
1% ‘one and a quarter 
Ye a half 
A three-quarters | 
2% two and three-quarters | 
| 25° | ‘twenty-five degrees | 


Be 


eaxocerooanoonieconeaoeeeseraonsesiogo2t tease tenane aS nbOReON dees sap AeHBiCCGRIISDOREDRCEEBIGRK oDiTREDRNRE He ataeDNH EERO ESCOTEONA Zab: aaoneaoidaid ep anbanNSNY oDtHER RHR EAICERtCobIne NIGH ieneie DDR IIEENOSEANISH COM ANION toenepNaSNIONHECGONNGOL NEESER ODNEON EE SHEMERDONNICOHECR ORTON HEROIN HESS ORION ONEROUS OES HITED INTESTINE NITIES NN RE ET NEN ON I TENNER ESPN ODN TE RN 


= 


Pronunciation: thirty or thirteen? 


When a number ends in -ty, you can stress the first part of the number to make it clearer to a listener, 
When it ends in -teen, you can stress the end of the word to make it clearer. 


thirty thirteen forty fourteen fifty fifteen 


Saying weights and volumes 


In the UK, people usually use the metric system for weights and measures in business, but many people still 
use imperial measurements in speaking. These are some commonly used expressions. 


ovoeessnsanannnonysoneoztecanecantanniaatieaancactaccomeanesaaeaaeaccongestios 


‘UK Imperial /US weights 


28 grammes | 
0.45 kg/kilogrammes —— 
‘Tton(UK) 7 1016kg | 
1 ton (US) | | 


icon 


/ 1b / one pound (16 0z) 


= H 
pea a naveanAt MARANA oAs aA A RAR ARMIS VE AAS AA AZ en BAMA EVRY tPA RAMANA ARAMA AA MA AV ASS RAHA MASAMI RSS EASA Se /DIZ ZINA ANZ AMARA RUN VARA AAAS AMAA AAA AKAM MRAM HAAR 


This laptop weighs three pounds six ounces. 
A Boeing 747 can lift about a hundred tons. 


UK Imperial / US volume Metric 


SSRN SIS SIONS NUS BROS SSCA ESSIEN SSE SECS NESS SEESSREESS SLES NSS R SSA NCES BEN SES RSEES SERBS BSED ROSEN SSS SLES RES SIREPR EN ISS IBSI IEG EESSS SEE SOSS SISOS SESE TST ESSE ESET SUES SENN ESSENSE ESE ESS SREB NESTE OSES OSES TEESE SIEBER SENSES SEIS ADSENSE SE RES IIE SSIS EIS SSISESSSESSSSSEEESS ESSE SESSLER 


0.47 litres 
| 1 pint (UK) 0.57 litres 
| 1 gallon /8 pints (US) 3.79 litres 
| 1 gallon /8 pints (UK) : 4.55 litres - 


Can! have a pint of milk? 
I'd like ten gallons of petro! (UK) /gas (US). 
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Saying distances and areas 


All road distances in the UK and the US are in miles. 


_prowaauanenmioniinwanrarioaneeveananunnsatiranrdnwnninnrnansasardNiihMAMANEAP TV AnAannntnnnenVROO AMARA ANIA D WA 
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_UK/US | Metric 

é inch — (25.4mm (millimetres) 

| 12 inches = 1 foot _30.48.cm (centimetres) - 
| 3 feet = 1 yard 0.914m (metres) 


ik 760 yards = 1 mile 1.6 km (kilometres) 


LAr eOURAnePCOSEORCORSCNSSAORNOM USSR DROECOSEPLLEDCERSOINERREESSCESS LOOP OCC EOOBCODACOSOOOOCMENE! AREA ARIE E REI EERRENNRCREOOES 


He's six feet two (inches) tall. 
It’s eight yards long. 
It’s a hundred miles to London. 


Lis (square) foot 929 cm? (square centimetres) 
9sqfeet=1sqyard — : 0.84m2 
! 4840 sq yards = 1 acre. 0.4 hectare 


640 acres = 1 sq mile | 259 hectares 


This office is about forty square yards in size. 
| have eight hundred acres of farmland. 
The factory site covers two square miles. 
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